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Foreword 


The programme of vocationalization of Higher Secondary education • 
has been accepted by the country as it holds forth great promise lor 
linking education with the productivity and economic development ot 
the country by providing education for better employability of the 
youth. 

In view of the importance of the programme, theNCERT is making 
an all out effort to provide academic support to the implementing 
agencies in the States. One of the major contributions of the NCERT is 
in the field of curriculum development and in the development of model 
instructional materials including test items. The materials are developed 
through workshops in which experts, subject specialists, employers’ 
representatives, curriculum framers and teachers of vocational courses 
are involved. 

The present book entitled Question Bank in Office Practice has been 
developed in the manner described above and is meant for the 
vocational commerce teachers teaching Office Practice. It is being 
published for wider dissemination among Vocational commerce 
teachers. I hope that they will find the “Question BanJc”useful. 

1 am grateful to all those who have contributed to the development of 
this Question Bank. I must acknowledge also the immense interest 
taken by Prof. Arun K. Mishra, Head, Department of Vocationaliza¬ 
tion of Education in inspiring his colleagues^ in their endeavours to 
develop instructional materials. Dr. Prabhakar Raizada, Reader, 
functioned as the Project Coordinator for the development of this title. 
He has my appreciation and thanks for planning, designing and 
conducting the workshop, for technical editing and for seeing this 
Question Bank through the press • 

Suggestions for improvement of the Question Bank will be welcome. 

P.L. Malhotra 

Director 

National Council of Educational 
Research and Training 




Preface 


Ever since the introduction of vocationalization in our school system by 
several States in our country the paucity of appropriate instructional 
materials has been felt as one of the major constraints in the 
implementation of the programme and a source of great hardship to 
pupils offering vocational studies at the Higher Secondary stage. 

I'he Department of Vocationalization of Education of the National 
Council of Educational Research and Training, New Delhi has started a 
modest programme of developing instructional materials of diverse 
types to fill this void in all major areas of vocational education. The task 
is -too gigantic to be completed by &ny single agency but the model 
materials being developed by us might provide guidance and impetus to 
the authors and agencies desiring to contribute in this area. These are 
bayed on the national guidelines developed by a working group of 
experts constituted by the NCERT. 

Test materials in the area of Office Practice specially for the Higher 
Secondary vocational stream are just not available. Teachers find it 
difficult to conduct practical tests as, by and large, they do not know 
what the practicals are and how to design practical test items. The 
present volume on QUESTION BANK IN OFFICE PRACTICE hSiS 
been developed to meet the felt need of vocational teachers of Office 
Practice/Office Management/Office Secretaryship/Office Assistant- 
ship/Secretaiial Practice. It contains several types of test items for 
evaluating students’ progress,, measuring cognitive abilities, testing 
their marketable skills properly, assessing their personality traits, 
judging the effectiveness of the training programme as well as helping 
the evaluators for proper formative and suinmative evaluation of the 
process and product. In fact, the need is real because little attention has 
been focussed on evaluation of psychomotor skills. 

In the absence of suitable test items, the teachers and examiners have 
to rely on theoretical essay type questions given in, textbooks. Thus, the 
assessment procedures are highly subjective and divorced from instruc¬ 
tional objectives of vocational education. 

The Department of Vocationalisation of Education unriertook 



designing the question bank as a developmental project. The experi¬ 
mental edition of the volume was developed and finalized in a workshop 
organised by the Department at Lucknow. The participants included 
experts, teacher educators and experienced teachers from all over the 
country. The main objective was to prepare a volume containing a 
vaiiety of lest items topicwise. 

The present “Question Bank’' contains 775 test items — objective 
type multiple choice, very short answer type, short answer type and 
work assignments with an answer key to objective and short answer 
type questions and materials required for completing work assignments. 

The question bank, thus prepared, was circulated to receive the 
feedback from the teachers in the States of Tamil Nadu, Andhra 
Pradesh, Maharashtra, Uttar Pradesh, Haryana, Gujarat, Delhi and 
Demonstration Schools of Regional Colleges of Education at Ajmer, 
Bhopal, Bhubaneswar and Mysore. After a period of one year for the 
try-out. the feedback was received and, accordingly, the experimental 
volume was suitably reviewed and revised in the Department. The 
names of contributors are mentioned elsewhere and their contributions 
are admirably acknowledged. We are grateful to all the teachers and 
institutions who have sent their comments to improve the Question 
Bank. Dr. Prabhakar Raizada, Reader and Coordinator of this project 
and Shri C.K. Misra, Reader, Department of Vocationalization of 
Education, deserve special thanks for editing and bringing the manual 
into the present form. 


Arun K. Mishra 
Professor and Head 
Department of Vocationalization of Education, 

NCERT 
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GANDHUFS TALISMAN 


“I will give you a talisman.Whenever 
you are in doubt or when the self 
becomes too much with you, apply 
the following test 

Recall the face of the poorest and 
the weakest man whom you may 
have seen and ask yourself if the 
step you contemplate is going to be 
of any use to him. Will he gain 
anything by it ? Will it restore him 
to a control over his own life and 
destiny ? In other words,will it lead 
to Swaraj for the hungry and 
spiritually starving millions ? 

Then you will find your doubts and 
your self melting away.” 
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Office Practice 


Office Practice is a widely demanded subject under the vocational 
commerce stream at the Higher Secondary stage. However, the 
nomenclature of the subject differs f^om State to State, e.g., Office 
Assistantship, Office Management, Office Secretaryship, Secretarial 
Assistantship, Secretarial Practice and Stenography, etc. An office is 
the place in which the numerous and varied activities requiring the 
“paper work’’ of an organization are carried on. Office'work includes 
four main activities — recording, computing, classifying (filing) and 
communicating. A secretary is an assistant to an executive, possessing 
mastery of office skills and ability to assume responsibility without 
direct supervision, who displays initiative, exercises judgement, and 
make decisions within the scope of his/her authority. 

' Evaluation of Students’ Progress 

One of the most important responsibilities of Office Practice teachers is 
that of testing the students’ progress.^Evaluation is the process of 
determining how much progress students are making towards the 
achievement of goals set for them in a course. In fact, important 
differences exist between the evaluation of a general subject and 
evaluation of askill subject. In askillsubject like Office Practice, we are 
mainly concerned with manipulative skills and not merely with 
theoretical knowledge. The evaluation of students’ progress is a 
continuous process. The vocational area has to be divjded into a 
number of operational stages and practical and theory tests are 
organized after every stage. The methods and devices are : oral test, 
written test and performance test. The written tests include essay type, 
short-answer type and objective type test items. The performance tests 
in Office Practice may include “work assignments”. The oral part of the 
test is designed to reveal interests and attitudes towards the vocation.' 
The written examination is used to measure the individual’s familiarity 
with information of the area concerned. The practical test is used to 
measure the degree of skill acquired by the students in the course. 



■Question Bank 


Thi? question bank is a collection of differenl types of test items related 
to Various topics and sub-topics on a particular subject of study. It is a 
planned library of questions pooled througb collective efforts by 
teachers and evaluation experts. The chief obiectiveis the improvement 
of instruction and evaluation proceduies. 


There are a number of advantages of developing aQocsd-on Bank. 
The questions caii be used for introducing a topic in the classroom, for 
presenting the subject-matter, and for revising the content of the lesson. 
A question bank can help authors and writers at the time of designing 
suitable textbooks. A pool of test items can be used for conducting 
periodical tests. Sucn a stock of questions can also be usied by pajper 
setters and external examiners foi conducting oral, written and 
practical examinations. The most important aim is to find out the 
students’ weaknesses and provide data for remedial teaching. This 
means that a question bank is useful for both formative and summativc 
evaluation. The students can use it for their self-evaluation and can also 
revise their lessons at the end of the course. 

Evalijation of Skill Aspect 

In India a lot of work has been done in the area of oral tests and written 
examinations but very little has been done to cmganize performance 
tests. The essay type questions are readily available in textbooks and 
reference books but lest items for oral questioning and practical tests 
(i.e, work assignments) are generally j'i5t given in books. Moreover, an 
ordinary teacher cannot be expected to develop a latge number of 
quality questions to assess various aspects of the course content, i.e., 
knowledge, understanding, skill and personality traits. This means that 
in the absence of a question bank, the quality of oral, written and 
practical tests is bound to suffer. 

Apart from this, Office Practice as a vocational course at the Higher 
Secondary stage is a new development and test items, particularly on 
practical aspects, are just not available. That is why the preparation of 
quality work assignments has to be u-.dei i^aKen by national as 'w^ell as 
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state-level agencies, e.g., NCERT, SCERT, Board of Secondary 
Education, SIE, Colleges of Education, etc. 

Writing mtd Processing of Test Items 

A good question bank is one that contains test items on all topics in a 
subject and for testing all types of abilities — cognitive, affective and 
psychomotor. The most popular and widely used objective type 
questions are multiple choice question? The objective type and short 
answer questions should invariably be accompanied by an answer- 
key and outline answers. Tt is better if the questions are designed by 
experienced practising teachers A number of such workshops may be 
organized for preparing pools of questions in dificrent vocational 
subjects. All the questions should be discussed by the participants, one 
by one. J he questions should be well worded and should be written in a 
proper sequence. The question bank, thus prepared, .should be tried out 
further on asmall scaleforfurther refinement. Estimated difficulty level 
may be indicated if necessary, on a lli.'-ee point scale e.g.,‘A’for difficult, 
'B'for average and ‘C’for easy. The actual difficulty value, however, can 
be ascertamed only after the try-out of the questions. 

Broadly speaking, four major fonn.s of questions are designed, 
namely, the objective type, short answer type, essay type and work 
assignment!®. A judicious combinaln'm of the above mentioned four 
types of rests should find a place in the question bank.. These question 
banks should be ultimately printed in the form of booklets for 
distribution to thevocational institutions for their students’ evaluation. 
These should be screened from time to time to discard the test items 
which become obsolete due to new developments in the subject area. 
“Dead Wood, therefore, must be continuously removed and new 
aspects added. Just like of curriculum, updating of the question bank 
should be a continuous process. 


Dr. PrabhakarRaizada 
Project Co-ordinator 




Unit I: Office Management 


Objective Type Multiple Choice 

(1) Office management is called: 

A. 'abour management 

B. information management 

C. administrative management 

D. space management 

(2) Office management is concerned 
with only. 

A. efficient performance work 

B. guiding the personnel 

C. control ' of men, materials, 
machine and methods 

D. none of these 

(3) A well designed office system’s 
special feature is: 

A. free flow of work without 
bottlenecks 

. B. to follow uniform procedures 
for similar transactions 

C. prevention of duplicating work 

D. avoiding unnecessary writing 

(4) Work can be successfully comple¬ 
ted: 

A by tne hard work of employees 
B by the sincere supervision of 
supervisors 

C by giving more benefits and 
privileges to workers 
D. by adopting appropriate systems 
and procedures 

(5) An office manual contains: 


A. a code of ethics per employers 

B. a code of ethics for employers 

C. a code of procedures and regu¬ 
lations to be followed 

D. government orders 

(6) The location of an office must be 
convenient: 

A. to the employer 

B. to the employees 

C. to the customers and public 

D. to develop business 

(7) A functional Office Managei 
should have: 

A. line authority on clerical work 
done in all departments and'the 
general office 

B. staff authority on clerical work 
done in other departments 

C. line authority on'clerical work 
done in the general office ' 

D. staff authority on clerical work 
done in his department only 

(8) An organisation chart for an 
office shows: 

A. functions to be done by different 
positions 

B. executives to whom each indivi¬ 
dual employee is responsible 

C. relations which exist between 
executives 

D. all the above three together 
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(9) Control of office work means 
ensuring that. 

A. all work in a day must be 
completed on that day 

B the work is done in the order, 
time and manner as planned 

C only that must work be done 
which the office work force can 
completed on that day 

D, on peak load days, the work be 
finished by working overtime 

(10) The type ofoffice work that can 
be placed under control is. 

A. daily routine work 

B. seasonal work 

C. special assignments 

D. all the above categor«*s of work 

(11) Office routine IS- 

A. flow of work in the office 

B. a series of steps in the perfor¬ 
mance of a job, 

C. a method which is to be followed 
in doing a job 

D. a schedule of work to be done 

(121 The standard of an office work 
i' 

A. perfect work in an office 

B. work expected of an employee 
in an office 

C. work which remains the same 
for all time to come 

D. work which is done as a routine 
every day 

(13) Scheduling the office work is: 

A flow of offiee work from one 
person to another 


B. time-table of office work 

C. routine of an office work 

D. procedure for office work 

(14) Holding the work is denoted 
by. 

A. a square 

B. a ciiclc 

C. a triangle 

D. an inverted triangle 

(15) A large circle denotes: 

A. doing the work 

B. sending the work to another 
place 

C. holding the work 

D. checking the work 

Very Short Answer Type 

(16} Name the activity which prescr¬ 
ibes the commencement, duration, and 
ending of any work in an office. 

(17) Where should oflice work be 
done? 

(i 8) Slate the departments concerned 
with the following activities- 

A. lender 

B. Bin card 

C. Production Innovation 

D. Job Evaluation 

(19) Mention any three office opera¬ 
tions which can be scheduled. 

(20) What is meant by work simpli¬ 
fication? 

(21) What is the name of the 
document which lays down the infor¬ 
mation on operating, office systems 
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and procedures, me?.hodt»and routine, 
etc? 

Short Answer Type 

(22) Mention any five functions of 
an office 

(23) F.numei ate the steps needed to 
simplify office work. 

(24) Mention any ten contents of an 
office manual. 

(2.5) Mention any .seven steps in 
routing. 

(26) What are the consequences of 
the functional heads planning and 
supervising all activities in depart¬ 
ments? 

(27) Explain any four advantages of 
an open office, 

(28) Explain any three principles of 
delegation of authority. 

Work Assignment 

A pharmaceutical company sells 
directly to druggists. It has been 
established for many year's and it has 
built up an elaborate order haiiuling,' 
routing, involving 21 steps as follows. 

1. Mail is opened and orders are 
removed. 

2. Orders are time stamp,ed. 

3. Orders are sent to the cashier for 
examination. 

4. Orders are returned to the 
book-keeper. 

5. Orders are divided among the 


book-keepers. 

6. Book-keepers look up customers 
ledger accounts. 

7. Book-keepers mark amount due, 
if any, on the order. 

8. Orders are sent to the credit 
department. 

9. Clerk copies on house order form. 

10. Clerk Prices orders’and computes 
extensions. 

11. Credit man gets customers’eredit 
files. 

12. Orders are sent to order writing 
clerk. 

13. Credit-men passes credit. 

14. Order copies are sent to stock 

room for filing. " > 

15. Clerk types invoices in duplicate. 

16. Order forms are returned from 
stock room after filing. 

17. Credit man receives credit exper¬ 
ience. 

18. Clerk checks invoice against 
orders. 

19. Book-keepers post charges to 
customers accounts. 

20. Invoices are mailed to customers. 

21. Duplicate invoices are sent to 
book-keepers. 

You are required to preparation 

a most efficient routine. If need be, 

unnecessary opeiations may be elimi¬ 
nated by suggesting suitable reasons. 
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ANSWER KEY FOR OBJEC TIVE AND SHORT ANSWER TYPE QUESTIONS 



n 

2 

3 

4 

5 


B 



10 

11 




15 

Key 

B 

t 

liL 



C 



rir 

B 


B ■ 

B 

B 

J 

D 

B 


(16) Scheduling 

(17) In functional dcpaitments, in 
the central office and. sometimes, 
outside the unit. 

(18) ^ Purchase 
B Stores 

C. Research and Deselopmcnt 
D Production Planning 
E. Personnel 

(19) linoicing, routing, type, pre¬ 
paring wages and pay rolls, preparing 
periodical statements and returns 

(20) Elimination of waste and iin- 
necessaiy procedures and reduction 
of time wasting interruptions and 
delays. 

(21) Olfice Manual 

(22) (a) Handling mail. 

(b) Piling and Indexing 
' (c) Public relations 
(cl) Safeguarding the assets 
(e) Maintenance of statutory and 
uon-statutory books 
(1) Planning and execution ol 
policies. 

(23) (a)Indentify the job to be 

improved. 


(b) Make a proces.s flow chart 
which graphically breaks the 
job down into details. 

(c) Examine eachdetail of the job. 

(d) Dc\elop a new method for 
accomplishing the task. 

(c) Apply new simplified method 

(24) (a) (ieneial infoimation. 

(b) (icncial olficerule.s and regula¬ 
tions 

(e) Gene! al office facilities 

(d) Safety instructions. 

(e) Organizational policies. 
fO Executive relation.ships. 

(g) .lob descriptions. 

(b) Standard piactice instructions. 

(i) General instructions. 

(j) .Appendix Specimen forms. 

(25) (a) Preparation for the next step. 

(b) Regisfering. 

(c) Recording information. 

(d) Filing. 

(e) Making of records 

(0 Computing of every sor-t. 

(g) Checking. 

(26) (a) Neglect of office work, 

(b) Poor design of the systems. 

(c) Obsolete or inappropriate 
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equipment 

(d) Duplicate records. 

(c) Ineffective layout 
(f) Surplus personnel 

(27)(a) Economical 

(b) Betterlightingandventilation. 

(c) Better supervision 

(d) Better communication 


(e) Flexibility 

(28){a) Authority should be common- 
SLirate with responsibility, 

(b) Delegation by i esults expected. 

(c) Accountability cannot be dele¬ 
gated 

(d) Accountability flows upwards 
and authority downwards. 



Unit 11: Handling Mail 


Objective Type Multiple Choice 

(29) Inward Register records 
A outgoing letter 

B. incoming letters 
C personal letters 
D. speed letters 

(30) Invoices, Debit Notes, Credit 
Notes received by post are sent to; 

A. cash department 

B. sales department 

C. peisonnel department 
D accounts department 

(31) Every outgoing letter is recorded 
in' 

A. Peon Register 

B. Cash Register 

C. Despatch Register 

D. Stamp Register 

(32) Postal stamps are affixed on 
envelopes by: 

A. Addressing Machine 
B Printing Machine 

C. Franking Machine 
D Punching Machine 

(33) To increase the efficiency of the 
mailing service the best method is: 

A to locate the office near a post 
office 

B. to plan the use of labour saving 
devices 

C to increase the staff m the 


Mailing Department 
D to increase the vsorkmii hours 

ii- 

(34) Postal stamps are affixed on 
cn\elopes; 

A. on left hand corner of envelopes 
B in the centre of envelopes 
C on back side of envelopes 
D on right hand corner oi envelopes 

(35) Outward-local-mail is registered 
in 

A. Clerk’s Book 
B Pay Roll Book 
C Local Delivery' Book 

D. Ledger Book 

(36) For tagging the letter and 
enclosures use' 

A. Punching Machine 

B. Franking Machine 

C. Stapler 

D Addressing Machine 

(37) Before despatching letters the 
despatcher should verify the enclosures: 

A by reading the whole letter 
B by asking the officer 
C by seeing the enclosure part of 
the letter 

D. by reading the file 

(38) Foi exhibiting the inside address 
of the lettei on the envelope, the 
despatcher uses 

A inland letter 
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B. window envelope 

C. printed envelope 

D. a slip to pa’stc the address 

Very Short Answer Type 

(39) Which machine is used to affix 
stamps on the envelopes? 

(40) What is the simplest method ol 
obtaining acknowledgement of letters 
sent to local firms'^ 

(41) Why IS the postage book kept in 
oM ices'' 

(42) What IS the next step, alter 
entering the mail in the inward register' 

(43) Which type of business organi- 
/,ation finds an Addressing Machine 
usofuf’ 

(44) . IDralt a format of an Outward 
it.egistcr 

(45) Consider that you have been 
appointed as a despatch clerk, write 
un\ li\o important duties of yours 

(46) Fnumeratcany thice advantages 
ol the Messenger Book 

(“^7) .State any three important 
advantages of a Franking Machine? 

(48) Diait a formate of an Inward 
Registci. 

(49) In what ways may a written 
communication be sent? 

(50) State the retention period ol the 
following records 

(a) General correspondence 

(b) Incoming and outgoing loutine 
CO rrespondence 


(c) Internal Reports 

(d) Books of Accounts 

(e) All the returns 

Work Assignments 

(51) Prepare an Outward Mail 
Register with the following columns 
(0 Date 

(li) Stamps in hand 
(ui) Date of letter 

(iv) Serial No. 

(v) Name and addiess of the addre¬ 
ssee 

(vi) Stamp used 

(vii) Remarks 

(54) What will you do in the following 
circumstances, if you are working m 
the Mailing Department 

(i) A Iclter addressed to a party was 
returned stating that‘‘Addressee 
not available ” 

(i!) A letter received in favour of an 
office staff membci who is now 
tetired. 

(lii) A letter addressed to a foimer 
employee whose present address 
IS not known to you. 

(iv) ,A registered letter addiessed to 
the Managing Directoi o! the 
C’omiiany marked “Deliver to 
add lessee only” 

(v) A telegram addiessed to a man. 
whose name is unknowm to you. 

Material Required 

(55) Ascertain the following rales 
A. A 20 grams letter to London by 

ail mail 
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B. An aerogramme to New York 

C. A 50 grams book packet to 
Bangkok by air mail 

D. A 500 grams parcel to Paris by 
Sea Mail 

Material Required Postal guide 

(56) Prepare a list of current postal 
rates of important mail articles from 
the postal guide. 

Material Requirca Postal guide 

(57) PrepareaMessenger Book with 
the following columns’ 

I S. No. 

2 . Date 

3. To whom sent 

4. Particulars 

5. By whom delivered 

6. Signature of receiver. 

Sr. No.DateTo whom sent Particulars 

1 13 Aug. Mr. T, N, K. Quotation 

2 13 Aug, Mr. T. S. R. Invitation 
313 Aug.Gammon India Ltd.Outward 

No. 766 

4 13 Aug. Hotel Sun and Sand Order 

for 

Refreshment 
Outward 
No. 795 

(58) Prepare the postage book for 
8th April (Current Year) and balance 
the it at the end of the day 

Balance. Rs, 20=30 

Cash received and stamps purchased 

Rs. 29=70 


Stamps Used. 

(a) 2 Post Cards 

(b) 15 Inland letters 

(c) 10 Envelopes below 10 gms @ 
Rs. 0 -50 

(d) 1 Medium S17C envelope postage 
Rs. 3 85 

(e) 2 Rigstered A. D. letters of 
minimum charges 

(f) 2 Recorded deliveries to : 

(i) Mr. Pandya -- Bombay 

(ii) Mr. Saxena — Bhopal 

(59) Prepaie the formate of‘Docke¬ 
ting Seal’ Name of Firm-—Agrawal 
Ttading Co, Moti Nagar Lucknow 

You have received an order from 
Subhash Trading Co. Kanpur, today 
You have to enter it on ho 23 in the 
Inward Book. 

(60) You are working as a Receipt 
clerk in Agarwal Trading Company, 
Agra The Postman has delivered the 
following letters to you today. 

L Sh Ram Gopal Vyas 
Head Clerk, 

Agrawal Trading Co.. 

Agra 

2. The Director, 

Agrawal Trading 
Company, 

Agra 

3. Shri R, S. Sharma 
Director, 

Agarwal Trading Co., 

Agra 

4. The Manager, 
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Agarwal Trading 
Comp;'ny, 

Agra. 

5. Sales Manager 
Agarwal 'Trading Co., 
Agra. 

6. Advertising Mgr., 
Agarwal Trading 
Company, 


Agra. 

7. Mrs. IJ.D. Dave 
C /0 Shri R.S. Dave, 

Salesman 

Agarwal Trading Co., 

Agra. 

Make the entry of the above 
letters in the Inward Register. 

•Material Required:-“Inward Book 


ANSWER KEY FOR OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 

29 

30 

31 

32 

33 

34 

35 

36 

37 

38 

Key 

B 

D 

C 

C 

B 

D 

c 

C 

C 

B 


(39) Franking Machine. 

(40) Messenger Book. 

(41) To keep the account of the 
stamps. 

(42) Send the letters to the concerned 


section through a separate book. 

(43) Those who have permanent 
customers. 

(44) Outward Register 


Date Ref. 

of No. 
Reply 


1 2 


Name and address 
of the party 


3 


Subject Enclo- Postage stamp 

sures ___ 

In hand Affixed 


R 

E 

M 

A 

R 

K' 

S 


4 5 6 7 8 


























(45) (i) Every enclosure is properly 

checked. 

(ii) All lelters and envelopes aie 
correctly addressed. 

(iii) Using proper postal stamps. 

(iv) Recording in the postal book. 

(v) Proper entry in the Outward 
Register. 

(46) (i) Saving of postal stamps. 



(ii) Quick delivery of letters. 

(iii) Gets acknowledgement. 


(47) (i) No need to keep postage 
register. 
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(ii) No possibility of misappropri- 
ation of postage stamps 

(iii) Saving of time. 

(48) Inwaid Register 

(49) 1. By messenger 

2. By post. 

3. By telegram. 

4. By telex. 

Contents To v/hom Dnte Nature Signa* 
referred of of Uire 
Reply Reply 



(50) (a) One month, 

(b) Three months. 

(c) Two years. 

(d) Permanently, 

(e) Do. 



Objective Type Multiple Choke 

(61) The best method for actual le- 
production of a dociunent is; 

A. Photostat copy 

B. Press copy 

C. Handwritten copy 

D. Typed copy 

(62) The copy can be preserved f oi a 
long 'ime if taken thiough; 

A. Photostat 

B. Duplicating Machine 

C. Typewriter 

D. Hand 

(63) The method for economizing 
space in storing copies ot documents 

IS. 

A. Photostat 

B. Stencil Duplicate! 

C. Electronic TypewiHer 

D. Micro P'llra 

(64) Secrecy of a copy of an int¬ 
ended document can be mamiamed 
through: 

A. Duplicator 

B. Manual Typewriter 

C. Electronic Typewriter 

D. Photostat 

(65) The best method for taking 
double-sided documents is: 


A. Reflex Method 

B. Xersography 

C. Thermal Process 

D. Dual Spectrum 

(66) The best method for taking 
copies ot coloured documents is: 

A. Relle.x Mcths.>d 

B. Xersography 

C. Fhermal Process 

D. Dual Spectrum 

(67) Reprogiapby means: 

A. a production of copies by photo- 
gj aphic methods 

B. production of pictures by some 
mass pioduction process 

C. copying of mathematical 
diagrams 

D. production of copies of any 
material whether typewritten, 
handwnUen or art work by a 
variety of technical processes 

(68) The best method for taking 
copies of letters is: 

A. Typewriter 

B. Mimeograph 

C. Automatic Electronic Typewriter 

D. Photostat 

(69) The best method for taking 
copies of ledger accounts for sending 
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statements of accounts to customers 
is : 

A. Carbon copy handwritten 
manual 

B. Carbon copy by typewriter 

C. Carbon copy by electric 
typewriter 

D. Photostat copy 

(70) A copy of a document can be 
stored without paper through the de¬ 
vice of: 

A. Electronic typewriter 

B. Duplicator 

C. Printing Press 

D. Manual Typewriter 

Very Short Answer Type 

(71) Name the process which pro¬ 
duces an instant copy of documents. 

(72) What is the set of rays used by 
dual spectrum copies? 

(73) Name the machine that de¬ 
pends upon the action of the infrared 
end of the spectrum light waves, 

(74) Who first perfected a copying 
process? 

(75) What do you call an office that 
prepares copies for other departments? 

(76) Name the system that produces 
copies without carbon paper. 

(77) Name the tw'o essential items 
without which additional copy/co¬ 
pies cannot be taken through a 
typewriter. 

(78) How many distinct copies can 
be taken through a standard typew- 
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riter on 

(a) 16 1b. Bond paper 

(b) 20 S b Bond paper 

(79) I n whic h kind of typewriter can 
the subject-matter be stored? 

(80) Which is the oldest method of 
copying? 

(81) Which type of typewriter will 
you use if you want to type the words 
in different sixes and different .styles 
on the same page? 

Short Aissww Tyjie 

(82) Name four commonly used 
copying devices. 

(83) When is reproduction by a pho¬ 
tocopying machine specially desirable? 

(84) Lis* eight principles underlying 
the choice of a suitable photocopying 
method. 

(85) Enumerate sequential steps of 
the working of xerography. 

(86) Mention two advantages and 
two disadvantages of photocopying. 

(87) Describe briefly (in 40 words) 
any one method of photocopying. 

(88) List five methods of copying. 

(89) WhiU is meant by Gelatine 
Transfer? 

(90) What is Dye-line (Diazo)? 

(91) Write the sequential steps of 
inserting the paper into a typewriter. 
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Work Assignments 

(92) The Sales Manager has asked 
his junihr assistant to send a letter 
reminding one of the customers to set¬ 
tle his dues. As the typewriter is under 
repair, take 1>« 1 copy of the letter with 
the help of pencil carbon. 

Materials required: 

(a) Two white sheets/letter heads 

(b) One pencil carbon 

(c) One pencil 

(d) ‘U’clips/pins. 

(93) Take two copies using pencil 
carbon, of a letter to be sent to the 
electricity supply office complaining 
against the frequent power failure and 
the consequent interruptions in pro¬ 
duction of your factory. 

Materials required: 

(a) 2 white sheets/letter heads 

(b) 1 pencil carbon 

(c) 1 pencil 

(d) ‘U’ clips/pins 

(94) The Managing Director has 
instructed his P. A. to send circulars to 
three branches informing them about 
the change in the working hours of all 
the offices 

Old Timings 10 A.M, to 5 P.M. 
with 

1 P.M. to 2 P.M. lunch break 

New Timings 9: 30 A.M. to 4: 30 
P.M. with 

12:30 P.M. to 1:30 P.M. lunch break 


Take 4 copies on the typewriter using 
type carbon gnd manifold sheets. 

Materials 

(a) One typewriter 

(b) 4 manifold sheets 

(c) Type carbon sheets 

(d) Erasure/chemical fluid/chem¬ 
ical paper. 

(e) Typing table 

(f) Typing chair 

(95) You are an Assistant to the 
Manager of a transport concern. 
Take four copies of a letter to be sent 
to three consignees using manifold 
sheets and a typewriter. Request 
them to take delivery of their respe¬ 
ctive consignments withih a stipulated 
date. The addresses, the number of 
cases/packages in the consignments, 
the dates of receipt of the consign¬ 
ments, demurrage, etc, should be 
different. 

Materials required: 

(a) One typewriter 

(b) 4 manifold sheets 

(c) 3 type carbon sheets 

.(d) Erasure/chemical fluid/che¬ 
mical paper 

(e) Typing table 

(f) Typing chair 

(96) You are working as an Ass¬ 
istant in the office of the Finance 
Manager of a company which is a 
wholesale dealer in electrical goods 
for the district. There are 15 distribu- 
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tors buying goods from the company 
on credit. The term of credit allowed Is 
15 days. Interest at 6% P.A. is charged 
on the dues remaining unpaid beyond 
15 days. 

Now the Finance Manager instructs 
you to send letters to the distributoers 
informing them that the period for 
settlement has been extended up to 
one month and the rate of interest on 
dues remaining unpaid beyond one 
month will be 9%. 

Take 5 copies on a manual typewriter. 
Materials required: 

(a) Typewriter 

(b) Sheets of paper 

(c) Carbon paper 

(d) Erasure/chemical fluid/paper 

(97) Take 5 copies of a sales letter 
informing your distributors of the 
arrival of a new variety of goods. 

Materials required: 

(a) Typewrite! 

(b) Sheets of paper 

(c) Carbon paper 

(d) Erasures/chemical fluid/paper 

(98) Take 4 copies of the Annual 
Report for 1985-86 received from the 
Head Office for the benefit of 4 
departments in your branch in Xerox. 

Materials required : 

(a) Annual Report 

(b) Xerox machine along with its 
ink 


(c) White papers according to the 
number of pages in the report. 

(d) Stapler and .staple pins. 

(99) The Law Officer of your 
organization has asked for the orig¬ 
inal title deed for a landed property m 
connection with a dispute regarding 
the ownership of the pioperty. 

Take two Xerox copies of the deed. 
Keep them with you. Type a covering 
letter (1 +11 enclosing the original deed 
to be sent to the Law Officer, 

Materials required: 

(a) Deed 

(b) Xerox machine along with the 
ink 

(c) White sheets in sufficient 
number 

(d) Typewriter 

(e) One type carbon sheet 

(f) Two white sheets/letter heads 

(g) Erasure/ chemical fluid/ paper 

(h) Stapler with clips or ‘U’ pins 

(i) Typing table and chair. 

(100) Take 3 copies of the report of 
the Committee of Directors written 
on both the sides of the paper, on 
opening a new branch. Use Thermal 
Process for the purpose. 

Materials required: 

(a) Report 

(b) One Thermography Machine 

(c) White thermography sheets in 
sufficient numbers. 
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ANSWER KEY FOR OBJIX'TIVF, AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 

61 

62 

63 

64 

65 

66 

67 

6S 

69 

70 


A 

B 

D 

C 

D 

D 

D 


D 

A 


Verj Short Answer Type 

(71) Photocopy of Xerox 

(72) (i) Infra-red heat rays 

(ii) Ultra-violet light rays 

(73) Thermal Copier 

(74) David Gestetner (1854-1939) 

(75) A Resource Centre 

(76) N.C.R, (no carbon required) 
paper. 

(77) (i) Carbon paper/s 

(ii) Additional sheet /s of paper 

(78) (a) 3-4 
(b) 2 - 3 

(79) Electronic Typewriter 

(80) By hand 

(81) Variable Typewriter/Electric 
Typewnter/Electric Typewriter, - 
Electronic Typewriter 

Short Answer Type 

(82) (i) Carbon copying device. 


(u) Dry copying pi ocess. 

(iii) Liquid developer processor 

(iv) Photo-copier. 

(83) (i) To have a copy quickly (in 

less than a minute). 

(ii) To have an evidence in the 
court of law. 

(iii) To eliminatethe re-typing of 
the material for copying. 

(84) (i) Size and nature of original 

documents. 

(ii) Documents single-sided or 
double-sided. 

(lii) Nature of ink used. 

(iv) Density of the image in the 
documents. 

(v) Whether typing is required 
before duplication. 

(vi) Number of copies required. 

(vii) Cost involved. 

(viii) Space required and 
conditions of light. 

(ix) Permanency of the image 
required. 

(x) Coloured or not. 

(85) The original is placed in the 
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machine, illuminated and projected 
through a lens system to a selemium 
plane or drum which has been pre¬ 
viously given a positive electric charge. 
An electronic pattern of the image is 
left on the plate, a negatively changed 
ink powder is cascaded, giving a 
powder image of the original. 

(86) Advantages 

(i) Simple 

(ii) Plain paper is sufficient. 
Disadvantages 

(i) Large number of copies 
cannot be taken 

(ii) Not durable. 

(87) Any one of the following methods 
should be explained: 

(i) Diffusion Transfer 

(ii) Gelatine Transfer 

(iii) Direct Positive 

(iv) Dye-hne (Diazd) 

(v) Xerox 

(vi) Thermal Process 

(vii) Dual Spectrum, Microfilming 

Direct Positive 

A photo-copy is reduced in a single 
space on the photographic paper. A 
special translucent paper together 
with a suitable light filter produces a 
positive image. The quality of print is 
not very satisfactory. 

(88) (i) Copy by hand 

(ii) Carbon copy by hand 


(iii) Carbon copy through type¬ 
writer 

(iv) Press copying 

(v) Photo-stat 

(89) After wet developing, the negative 
copy is squeezed against a plain sheet 
of paper to which the image is 
physically transferred. This process 
implies a gelatine-coated matrix on 
which the negative copy is developed. 
Six to fifteen copies can be obtained 
by this method. 

(90) It is also called the blue printing 
process. The matter is drawn on a 
translucent or transparent paper 
placed in a printing frame jn direct 
contact with a sensitized paper and 
exposed to sunlight or artificial light. 
The positive copy is then developed 
and washed like the negative of a film. 
It is used for copying construction 
plans, charts, etc. 

(91) (i) Make machine adjustments 

(ii) Take the paper-bails forward 

(iii) Put the paper in between the 
paper table and the cylinder, 
holding the paper in the left 
hand. 

(iv) Twist the paper with the 
rotation of the right cylinder 
knob. 

(v) Adjust the paper with the 
help of the paper release. See 
that the left of the paper is 
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touching the raised edge of 
the paper guide. 

(vi) Put the paper-bails back to 
the cylinder and the paper 


release to its original 
position. 

(vii) Bring the paper to the typing 
position. 



Objective Type Multiple Choice 

'(lOl) A Duplicating Machine can be 
used : 

A. when a limited number of copies 
are to be obtained 

B. when an unlimited number of 
copies are to be obtained 

C. when the number of copies nee¬ 
ded is not latge 

D. when a small number of copies 
are needed 

(102) Duplicating is done with the 
help of: 

A. stencil paper 

B. rice paper 

C. type paper 

D carbon paper 

(103) Rotary duplicating is suitable 
for making: 

A. minimum 5, maximum 10 
copies 

B. minimum 20, maximum 500 
copies 

C. minimum 50, maximum 2000 
copies 

D. minimum 100, maximum 10000 
copies 

(104) The selection of an appropriate 
duplicating method depends on the: 

. A, economy in operation 


B. durability of the master copy 

C. number of copies needed 

D. type of paper to be used 

(105) Which one of the following du¬ 
plicating methods w'ould you recom¬ 
mend for obtaining copies of maps, 
graphs, and diagrams? 

A. Hectograph 

B. Lithograph 

C. Mimeograph 

D. Multigraph 

(106) Which one of the following du¬ 
plicating equipment is most suited to a 
big buisness organization in India? 

A. Gelatine Duplicator 

B. Spirit Duplicator 

C. Type Setting Duplicator 

D. Rotary Duplicator 

(107) Which one of the following du¬ 
plicating method is used to obtain 
copies of a letter written in the Urdu 
language? 

A, Hectograph 

B. Lithograph 

C. Stencil 

D, Type Setting 

(108) The electronic stencil duplicat¬ 
or has not yet become popular in 
India on account of its: 

A, inaccuracy in reproduction 
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B. high cost 

C. cumbersome process 

D. require^nent of skilled operators 

(109) For making corrections on st¬ 
encil paper, we use: 

A. correcting polish 

B. correcting fluid 

C. correcting ink 

D. correcting gum 

(110) Themultigraph reproduces let¬ 
ters that look like. 

A. type-written copy 

B. hand-written copy 

C. carbon copy 

D. printed copy 

(111) Xerography is identified as a. 

A. dry elecLrographic copying pro¬ 
cess 

B. wet electrogrphic copying pro- 
ce.ss 

C. semi-dry clectrograpliic copying 
process and 

D. semi-wet electrographic copying 
process 

(112) Foi making signatures on the 
stencil, we may use: 

A. ball point pen and flexible writ¬ 
ing plate 

B. pen and flexible writing plate 

C. stylus pen and flexible writing 
plate 

D. scatch pen and flexible \m iiing 
plate 

(113) The quarto-si/c stencil pap'-i 
can have a maximum ol: 


A. 47 lines space 
B 59 lines space 

C. 67 lines space 

D. 75 lines space 

(114) The top edge stencil paper 
guidelcontains a maximum of; 

A. 80 pica and 96 elite spaces 

B. 40 pica and 48 elite spaces 
C 66 pica and 79 elite spaces 
D. 77 pica and 92 elite spaces 

(115) At the time of cutting stencils, 
what is the usual method of knowing 
the boundary line for the length of, 
paper to be used 

A by lifting the papet through the 
cylinder knob 

B. by putting a pencil mark on the 
stencil paper 

C. by setting the W.arning num^ 
erals given on the stencil pa'pejV'-"’ 

D. by seeing the top edge papei 
guide 

Very Short Answer Type 

(116) Name two biands of stepciT^- 
duplicators manufactured in'Indla^~"'' 

(117) What type of paper is used for 

duplicating'^ ' . .'v; 

(118) What material is used for corr¬ 
ecting the mistakes on stencils'^ 

(119) Name the hand tool with the 
help of which a stencil is cut 

(120) How many times can a stencil- 
be used for making multiple copies? 

(121) If a multigraph is run with the 
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help of a motor and automatically fed, 
how many copies can be produced in 
an hour? 

Short Answer Type 

(122) On what principles is Litho¬ 
graphy based? 

(123) Explain the need for duplicat¬ 
ing in modern business 

(124) Mention two advantages and 
disadvantages of duplicating. 

(125) Mention the steps required for 
preparing a stencil, type-written as 
well as hand-written, 

(126) Mention the relevent parts of a 
stencil paper. 

(127) Enumerate the advantages of 
Xerography. 

(128) Point out the steps involved in 
duplicating on a stencil duplicator, 

(129) Under what conditions do you 
type a rough draft of a copy which is 
to be stencilled'^ 

Work Assignments 

(130) The Managing Director of 
X,Y,Z Ltd. in which you happen to be 
an Office Assistant, dictates an 
announcement. This announcement is 
to be duplicated on a white paper. 
First type this message on a sheet of 
paper just as it has to appeal v,'hen 
duplicated; then ie-type it on a 
mimeography steneil, making neces¬ 


sary adjustments. Make 50 copies. 
Materials required: 

(i) White duplicating paper 

(ii) Typing machine 

(iii) Mimeograph stencil 

(iv) Ordinary sheet 

(131) The Sales Manager of your 
company wants to have 500 copies of 
a circular to be dispatched to the cus¬ 
tomers. He wants it to be hand written 
in order to make it more effective and 
personal. 

Prepare the master stencil with a sty¬ 
lus. Check the draft and make the 
necessary corrections by using the 
correcting fluid. 

Materials required: ■ 

(i) Stencil 

(ii) Stylus 

(iii) Correcting fluid 

(iv) Duplicating paper 

(v) Stencil duplicator. 

(132) The Manning Director of your 
company has delivered a speech of 
around 15 pages. The company has 
8000 employees and a copy of the 
speech is to be delivered to each of 
them. 

Make use of the photo offset process 
in obtaining the required number of 
copies. 

Materials required: 

(i) Copy of the speech 
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(ii) Photo-offset machine 

(iii) Duphcating papers 

(133) Your company can afford to 
incur a large capital outlay. The man¬ 
agement wants to purchase a dupli¬ 
cating equipment capable of produc¬ 
ing 2,500 copies per hour and each 
copy should have an individualistic 
appearance. 

Write a report giving your 
recommend ations. 

Materials required: 

(i) Catalogues and price lists of 
different manufacturers. 

(ii) Performance reports from a few 
firms already using various 
machines 

(iii) Exact budgetary provision. 

134. Your Office Manager wants a 
(135) 
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form to be developed for answering 
routine enquiries pertaining to various 
items of merchandise. Prepare this 
form, including suitable letter head on 
a stencil paper. Bring out 20 copies 
without any date, address or 
salutation. These parts of the ‘form’ 
will be filled later, according to the 
individual’s enquiry. 

In case the Duplicating Machine is 
not available, prepare copies by using 
a typewriter on the company’s regular 
letter head. 

Materials required: 

(i) Stencil paper 

(ii) Duplicating paper 

(iii) Company’s letter head 

(iv) Duplicating machine 

(v) Typewriter 


The following enquiries have come from different customers; 

A. Miss Indrani Mukherjee, Nature of Enquiri 

12, Central Lane, 

Ana Sagar, Ajmer Price Lists 

B. Shri Ram Gopal Vyas, 

Executive Officer, Period and mode 

Central Building Corporation, of supply 

New Delhi-110 019 


C. Mrs. F.H. Siddiqui, 

112, Sardar Club Scheme, 
Jodhpur 

D. Shri L.N. Sharma 

12-A, Central Brooke Bond, 
Bombay 


Acceptance of export order 


Stock position 
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Take the help of the form developed in Q.No. 134 above, in 
answering these queries 

Ma-terials required: 

(i) Plain forms 

(ii) Printed forms 

(iii) Price lists 

(iv) Stock position 

(v) Production capacity. 

fl36) You are an Office Assistant in a school. The school is proposing to 
hold a P.T.A. meeting. Type the following matter on a duplicating 
stencil and run about 200 copies which are to be sent to the parents of 
the students. 

Government School, Air Force Station, Jodhpur 

Dated. 

Dear P.T.A Member, 

You are cordially invited by our principal, Shri G.S. Rathore, who 
has expressed his desire to talk to you on “School sponsored social 
activities” at a meeting on Friday, March 3 (current year) at 2 p.m, in 
the school hall. 

Thanking you. 

Yours faithfully. 

End.—School sponsored activities Secretary P T A 

Materials required: 

(i) Duplicating machine 

(ii) Duplicating paper 

(iii) Typewriter 

(137) You are an Office Assistant in a college. Your college has an 
Employment Cell It requires the BIO-DATA and other particulars 
from the ex-students of the college Cut the stencil and run about 500 
copies of the following form- 
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APPLICATION FORM FOR EMPLOYMENT 


Registration No. 
Date. 


1. Narae . Father’s/Husband’s Name . 

2. Address . Telephone No. . -. 

3. Position desired . Expected Salary . 

4. Date of Birth . Matrimonial status (Single/- 

Mamed/Divorced) . 


5. Number of 

dependents . Relationship 

6. Educational Qualifications: 



Examination 

Year 

Div. with 
% of mks. 

Subjects 

No. of 
attempts 


High SchoDl/ Hr. 

Sec/Inter 

B.A,/B.Sc./B. Com 
M. A/ M.Sc./M.[Com 






Other 

professional 

qualifications 






7. Experience (List most recent employment first) 


Name of employer 

Posi¬ 

tion 

• 

Date of 
employment 
from To 

Salary 

Reason 
for leaving 


' 


_ 1 
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8. Personal References — (Not relative) 


Name 

Establishment 

Address 

1. 

2. 




Date .;- Signature of Applicant 

Station ... 


Materials required: 


(i) Guide lines 

(ii) Stenographer’s note-book 

(iii) Stencils 

(iv) Typewriter 


(138) Your Office manager dictates guidelines containing instructions for 




it sinpi» 

-rf-^!^^Ster,"and cut a stencil. Enough copies should be run so that 
each member of your staff gets one. 


Materials required: 


(i) Guide lines 

(ii) Stenographer’s note-book 

(iii) Stencils 

(iv) Typewriter 

(139) Your Office Manager wants to preserve 35 stencils for use in future. 
The stencils are to be preserved with the help of absorbent paper which 
takes off the excess ink out of the stencils. In case the absorbent paper 
is not available, old news papers can be used. 

Make arrangements to preserve the stencils as desired by the manager. 
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Materials required: 

(i) Used stencils 

(ii) Absorbent paper folders 

(iii) Old newspapers. 


ANSWER KEY FOR OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q.No 






106 



109 

no 

,111 

112 

113 


113 

Key 


a 

■MHI 

D 

D 

B 

B 

B 

D 

D 

C 

B 

D 

C 


(116) 

(117) 

(118) 

(119) 

( 120 ) 
( 121 ) 
( 122 ) 


( 123 ) 


Gestetner and Roneo. 

Duplicating paper. 

Correcting fluid. 

Stylus pen. 

Twice. 

3,000 copies. 

(i) It depends on the principle of antipathy of grease and water. 

(ii) A greasy image is produced on the master copy. 

(iii) It is then fixed on to the outside of the cylinder. 

(iv) The image is off-set to another roller known as the rubber 
blanket. 

(v) Paper is then fed between this aibber blanket, and the impression 

roller to get the positive points. . ■ . 

(i) When the number of copies required is very large. 

(ii) Record purpose. 

(iii) Evidence. 

(iv) Reference. 

(v) Publicity and advertisement. ' 
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(vi) Dis^mmation of information. 

(124) Advantages 

(i) Large number of copies can be taken. 

(ii) Copie.s can be used for evidence and reference later on. 
Disadvantages: 

(i) It IS quite expensive. 

(li) Operation of the machine canriot be entrusted to everyone. 

(125) (i) Putting the stencil on the roller. 

(ii) Fixing it; keeping the size of the duplicating paper in mind. 

(lii) Fixing the ink-adjuster at the white point in the typewriter. 

(iv) Cut the stencil according to the matter. 

(v) Key should not be over-stroked. 

(vij In case the stencil is to be hand-cut: 

(a) The surface below the stencil must be a little flexible; 

(b) A good stylus should be used; 

(vii) Care should be taken that the limitation frames provided in the 
stencil are adhered to, i.e., within the presi. jd pica and elite 
types. 

(126) (i) Top edge paper guide. 

(ii) Paper size — Octavo 

- Quarto and 
— Foolscap. 

(iii) Top edge paper guide, 

(iv) Impression paper. 

(v) Side numerals. 

(vi) Limitation frame. 

(127) (i) It is very quick and less time consuming. 

(ii) Fxonomical. 
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(lii) Prints are clear. 

(iv) Long lasting prints 

(v) Versatility, 

(vi) Accuracy. 

(vii) Large number of copies. 

(128) (i) Cutting the stencil, 

(ii) Correcting the errois, if any. 

(lii) Putting the stencil on the duplicating drum in the machine. 

(iv) Application of the ink and setting the number 

(v) Fixing the feller-tray along with the duplicating paper 

(vi) Operating the machine manually or with power. 

(129) (1) When there arc a lot of changes to be made in the oi iginal dralt 
(ii) When the draft is very complicated 

(lii) When perfect accuracy is required 

(iv) When the final draft is likely to be changed drastically. 



Unit V: Filing and Indexing 


Objective Type Multiple Choice 

(140) Filing is primarily earned out 
to : 

A. keep the office neat and clean 

B. have the information ready for 
quick and early reference 

C show outsiders that we have a 
perfect office system 
D. evade Governntent taxes 

(141) There are several considerations 
to be taken into account i n choosing a 
filing system; 

A. quick and simple to operate 

B. easily accessible • 

C. suitable for a particular type of 
correspondence 

D. good looking 

(142) Selection of an appropriate filing 
system basically depend upon : 

A. the availability of space 
- B, the number of letters to be filed 

C. the number of branches 

D. the financial position 

(14J j There is no repetition of copies, 
department wise, in the case of: 

A. Centralized Filing 

B. Departmental Filing 

C. Horizontal Filing » 

D. Vertical Filing 


(144) Which is the oldest method of 
filing; 

A. Spike File 

B. Bound Book 

C. Docket 

D. Box Filing 

(145) In a pilot file, papers are filed: 

A. alphabetically 

B. numerically 

C. subjectwise 

D. chronologically 

(146) A transparent cover is put on : 

A. a box file 

B. a pilot file 

C. a visible card index 

D. a vowel index 

(147) The letters to be placed in the 
docketing file arc first: 

A. typed 

B. arranged 

C. folded 

D. filed 

(148) The files can be stoied in the 
following equipment: 

A. cabinet 

B. on the office table 

C. drawer 
D ruck 
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(149) A folder cannot be traced with¬ 
out ; 

A. a card 

B. an index 

C. a guide card 

D. a file 

(150) A file removed tor reference 
should be replaced by ; 

A. another file 

B. coloured tag 

C. an out card 

D. a guide card 

(151) Files are indexed / numbered ; 

A. numerically 

B. horizontally 

C. subjectwise 

D. alphabetically 

(152) Which of the following is the 
oldest index method : 

A. A Bound Book 

B. Self Index 

fZ. Index 

D. Strip Index _ _ 

(153) Indexing is the device : 

A', to maintain office recoup_ 

B. to reproduce copies of docu¬ 
ments 

C. to locate papers 

D. to improve the impression of the * 
company on outsiders. 

(154) In the stores of a large manu¬ 
facturing company, the following in¬ 
dexing method is used : 

A. Geographical Indexing 

B. Visible Card Indexing 


C. Loose-leaf Card Indexing 

D. Press Copy Book Indexing. 

Very Short Answer Type 

(155) What system of filing would be 
most suitable for a small trader who 
receives not more than 10 letters a 
month? 

(156) A business house maintains a 
verticle filing system. What indexing 
system would be adopted? 

(157) Name the equipment used by a 
Post Office in soiling out letters. 

(157A) How will you inteipret ‘B-14’ 
as a classification symbol? 

(158) Which is the most convenient 
index? 

(159) Name the index adopted by a 
bank to identify the specimen sig-^ 
nature of a customer. 

(160) Which is the most popular syst¬ 
em of keeping a lot of records in a very 
large organization? 

(161) In Card Indexing cards arcleepL 
in draweis. Name a cajrd which helps 
in locating a specific card. 

(162) Name the filing system through 
which a filed paper can be easily taken 
away from the file. 

(163) Name the system of classifica¬ 
tion of files which is based on regional 
or locality basis. 
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Short Answer Type 

(164) State three essentials of a filing 
system. 

(165) What is a ‘Self-Index*? 

(166) Name any four methods of clas¬ 
sification of files. 

(167) What is Vertical Filing? 

(168) Name any four advantages of 
the Vertical Filing system. 

(169) Nameany three advantages of a 
Centralised Filing system. 

(170) List out three disadvantages of 
Decentralised Filing system. 

(171) Mention any two methods of 
Conventional Filing and Modem Fil¬ 
ing systems. 

(172) Write any three objectives of 
indexing. 

(173) Name the most suitable method 
of filing the following business docu¬ 
ments with reasons- 

A■ Acc ounting Records __ 

Art Work, Photographs 

C. Bank Pay-Slips and Receipts 

D. Copies of Invoices and 
Catalogues 

E. Price List and-Catalogues. 

(174) State the situations in which 
Decentralized Filing is suitable. 

(175) Suggest the situations in which 
each of the following types of files 
should be advantageous 


(a) alphabetic (b) subjective 

(c) numerical (d) geographic 

Work Assignments 

(176) Place the following in what you 
consider to be the coirecl form and 
order for indexing: 

M/s. Arvind Stationary Depot., 
The Indian Air Lines. 

Mr. U.K. Srivastava, Tax Con¬ 
sultant. 

Miss Manisha Bisariys, Advo¬ 
cate. 

Joshi & Joshi, Architect. 

Hotel Rajdoot. 

Maj.G.K Verrna,Technical 
Consultant 

M/s. Vikas Udyog (P) Ltd., 
The British Paints (P) Ltd., 
TheB.H.E. ltd., 

Dr. l.M Pradhan 
The Fmdoc Newspaper, 

Chand & Sons (P) Ltd., 

Gupta Iron & Steel Co , 

__-Duhey Transpoil Co., 

A'o inntciinl reglined 

(177) After advertising a new pro¬ 
duct, your firm intends to keep detail¬ 
ed records of inquiries, and to lollow 
up these inquiries at regular inier\aK 
over the following year.s Assuming 
that the existing customer records 
cannot be used for this purpose, what 
kind of records would you need? it is 
expected that there may be upto 5,000 
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enquiries in the period being 
considered. 

Materials required: 

Office file and filing equipment like 
Files, Punching Machine, etc. 

(178) You work in a firm which has 
grown from one department to four 
departments over the past year. Pre¬ 
viously only you and your employer 
handled all the correspondence. Now 
the correspondence is going out from 
different departments, each departme¬ 
nt keeping its own files As a result, it 
cannot be traced. Write a report on 
HOW you should arrange a central 
filing system, and what rules you 
would make for its use. 

No material required 

(179) Name the most suitable method 
of filing the following business docu¬ 
ments W'lth reasons in the remark 
column. 


Doeaments 

Recommended 

Reason/ ! 

filing 

method at filing 

Remark if sny j 

1 


1. Accounting iccords 

2. Original application forms 
completed by staff when loin- 
mg the firm. 

3. Bank pay-in-slips. pm\ cash 
vouchers, receipt^ 

4. X-ray plates, phou'cmphs. ait 
work and blue prinis. 


5. Catalogues and price lists. 

6. Minutes of the meetings. 

7. Names, addresses and tele¬ 
phone numbers in frequent 
use, 

8 Copies of invoices and orders. 

No material required 

(180) The filing work of the Vikas 
Too! & Die Company, Bombay, has 
always been confu.sed and spread 
through out the various departments, 
with each maintaining its own group 
of files. The firm has recently decided 
that the volume of work and the cost 
of maintaining the files have become 
large enough to justify rhe hiimg ol a 
file supervisor and the necessary 
assistants to do the work efficiently, It 
has been proposed to ‘centralize’ all 
the filing operations with the exception 
of the following: 

A. Account receivable records will 
be kept on visible card files in 
ihe Accounting Department. 

B. Credit files of customers will be 
kept on visible card files in the 
Cmdit Department. 

C. Purcha.sing Catalogues will be 
housed in the Purchasing 
Department. 

D. Confidential financial reports 
will be kept in the locker of 
Finance Manager. 
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Give Your Suggestions for the 
Following: 

1. The proposed organization of 
the centralized filing 

2. A recommended method of 
standardizing the filing proce¬ 
dures and routines. 

3. A plan for effective supervision 
of the filing work. 

4. The filing system to be used for 
filing sales invoices, purchase 
orders and invoices, correspon¬ 
dence, and catalogues. 

5. A policy of destruction of files, 
materials and transfer of inac¬ 
tive materials to storage. 

Materials required ; 

Sales Invoices, Purchase orders, etc. 

(181) Draw up simple rules for a new 
employee, who, under your supei vision 
will deal with the filing of corres¬ 
pondence. 

Nj material is required 
1 ^ 182 ) Draw an index card for; 

A. a bank, for their customers, 

B. a doctor’s secretary for clients. 

Material required: Index Cards 

(183) Recently your office has 
switched over from Decentralization 
to Centralization system of filing of 
late, the recurrence of the following 
has come to your nonce ■ 


A. The required file is not available 
in the filing department; 

B. Some of the papers earlier filed 
in the concerned file, are missing. 

Name the remedial procedure you 
would suggest along with the speci¬ 
men form of cards, etc., that you 
would like to introduce in the system. 

Materials required: 

(i) Specimen cards or absent card; 

(ii) Cross reference slips. 

(184) On a sheet of Quarto paper, 
piepare a blank cross reference sheet. 
Then complete the sheet for filing 
under Jariki Ghosh Co. Ltd., using the 
following details . 

Janki Ghosh & Co. Ltd., have recently 
been taken over by Bombay Enter¬ 
prises Ltd. and all coi t espondence for 
Ghosh is now filed in the Bombay 
Enterprises’ holder. 

Material required : 

A sheet of Quarto paper. 

(185) The following letters are filed in 
the R.R. Bedi’s individual folder, 
Indicate the order, from front to back, 
in which the letters should be m this 
folder ; 

(a) R.R. BedTs order of April, 7. 

(b) Your firm's letter of April, 8 . 

(c) R.R. Bedi’s letter of April, 10. 

(d) A cross reference sheet dated 
April, 10. 
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(e) Your firm’s letter of May 3 
acknowledging tlie cheque of 
April, 30. 

(f) your firm’s invoice of April 6 
for the April 1, order. 

Materials required: Folder 

(186) You pay a visit to a nearby 
Government office or Business House. 
Make a list of 10 files that are obsolete 
and can be destroyed. 


Material required: Nil 
(187) You visit the local market and 
get a price list and specimens of the 
following filing equipment and decide 
which one will be suitable for your 
office: 

(a) Flat File 

(b) Ring-Clip File 

(c) Ordinary Ring File 

(d) Box File 

(e) Folders 

Requirements : A visit to the market 


Answer Key 


Q. No 

140 

141 

142 

143 

144 

145 





150 

151 

152 

153 

154 

Key 


D 


A 

A 

1> 


-1 

B 

C 

C 

B 

C 

B 

C 


(155) Spike File. 

(156) Card Index 

(157) Pigeon Hole Cabinet. 

(157A) Alpha-numerical. 

(158) Rotary Index. 

(159) Visible Card Index. 

(160) Micro-Filing. 

(161) Guide Card. 

(162) Ring Clip File. 

(163) Geographical. 

(164) A. It should be simple to 
understand and easy to operate. 

B. It should be workable with the 
minimuin cost in proportion to 
nature and scale ctf business. 


C. It should be elastic enough to 
provide for changes which may 
arise due to expansion or con¬ 
traction of business. 

(165) In this case, the right sides of 
the pages in a book or register are cut 
in such a way that all the letters of the 
alphabet printed on them are easily 
seen on opening of the first cover 
page. 

(166) Files are classified in several 
ways : 

A. Alphabetically 

B. Numerically. 

C. Geographically. 

D. Subject-wise. 

E. Chronologically. 

(167) It is a system of filing in which 
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folders* with guide cards in between 
are kept in cabinets to distinguish one 
section of records from the other. 
Papers and documents are kept verti¬ 
cally in the folders which are also 
placed upright in drawers of the 
cabinet. 

(168) A. Economy of space, 

B. Flexibility, 

C. Accessibility. 

D. Durability. 

(169) A. Avoids waste of lime, energy 
and money. 

B. Work of the Filing Department 
can be standardized. 

C. Effective supervision and 
control. 
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D. Complete protection of records. 

(170) A. A delay in getting records. 

B, Secrecy is not maintained. 

C. Danger of rigidity. 

(171) A. Conventional : 

(a) Spike. 

(bj Pigeon Hole. 

B. Modern : ■ 

(a) Micro-filing. 

(b) Lateral. 

(172) A. Easy procurement of 
infonnation. 

B. Classification of information. 

C. Control. 

(173) Recommended methods of filing 
are : 



(b) 


Documents 

Recommended 
methods of filing 

Reasons/ 

' remarks 

Accounting 

Vertical visible 

This method 

records. 

card cabinets 

enables the 


(inde.xed) 

book-keepers to 


alphabetically 

extract and 


under the names 

replace the 


of the debtors or 

record cards 


creditors 

easily from the 
cabinet when 



making entries 

Art work, 

Horizontal plan 

This method 

photographs. 

cabinets 

enables these 

X-ray plates 


documents to be 
protected for a 
longer period. 
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(c) 

Bank pay-in-slips 

•Loose leaf post 

These documents 



binder in date 

should be given 



order. 

serial numbers 
and be kept date- 
wise or month- 




wise. 

id) 

Copies for orders 

Post or prong 

The completed 


and invoices 

binders in 

binders are 



numerical or 

stored on shelves 



date order 

in cupboards or 
in filing cabinets. 
On completion 
these may be 
transferred to a 




permanent 
locking post 
binder. 

(e) 

Price lists and 

Lateral or 

File under the 


catalogues 

vertical 

name of the firm 



alphabetically. 

or the name of 
the product. 


(174)1. Big and autonomous depart¬ 
ments dealing with informa¬ 
tion of confidential nature. 

2. When departments are located 
in different geographical areas. 

3. If the documents are required 
regularly for reference by a 
number of departments. 


(b) When materials are required 
for managerial control. 

(c) When the customers are 
large in numbef. 

(d) If the concerji is a very big 
oiie with branches all over 
the world. 


(175) (a) If the \oluiae of corres¬ 
pondence is small. 


If it has many branches 
within a country. 



Unit VI; Using the Telephone 


Objective Type Multiple Choice 

(188) The employee of the telephone 
exchange who assists the public in 
making telephone calls is known as: 

A. Telephone Operator 

B. Key Operator 

C. Telephone Assistant 

D. Speaker 

(189) The booklet in which telephone 
numbers of a city are listed alphabeti¬ 
cally is known as; 

A. Telephone Book 

B. Telephone Guide 

C. Telephone Information 

D. Telephone Directory 

(190) Any telephone number which 
is not listed in the telephone directory 
can be obtained from: 

A. Telephone Exchange 

B. Telephone Enquiry 

C. Telephone Operator 

D. Telephone Index 

(191) For making out-station calls, 
the caller should request: 

A, local telephone exchange 
^ B. local post office 

C. local telegraph office 

D. public call booth 


(192) A steady humming, which can 
be heard when we pick up the receiver, 
indicating that the line is ready for 
use, is known as: 

A. dial tone 

B. race tone 

C. exchange tone 

D. telephone tone 

(193) An organization which needs 
many extension telephones in its 
departments can use; 

A. a dual telephone connection 
■ B. a telephone with extension 
services 

C. a Private Branch Exchange 
(PBX) 

D. a telephone with a number of 
receivers 

(194) What is the minimum size of 
PBX? 

A. 1 line and 3 extensions 

B. 2 lines and 6 extensions 

C. 3 lines and 7 extensions 

D. 3 lines and 8 extensions 

(195) In reversed charged trunk calls, 
the telephone charges are billed to ; 

_ A. the caller 

B. the called 

C. the telephone operator 

D. the subscriber 
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(196) You want to send the follow¬ 
ing greeting telegram in a standard 
phrase : “Wishing the function a 
grand success.” Which one of the fol¬ 
lowing numbers will you choose? 

A Twenty-one 

B. Seven 

C. Fourteen 

D. Twenty-two 

(197) What is the normal duration 
of a trunk call? 

A. Six minutes 

B. Five minutes 

C. Four minutes 

D. Three minutes 

Very Short Answer Type 

(198) What media of communica¬ 
tion may be used for transmitting 
information quickly to distant places? 

(199) What is the difference between 
personal and telephonic communi¬ 
cation? 

(200) Give any two characteristics of 
a good telephonic voice. 

(201) What do the following abbre¬ 
viations stand for"^ 

(i) S.T.D. 

(li) PABX 

(iii) O.YT. 

(iv) PBX 

(v) P.P. 

(vi) l.SD. 


(202) What is a phonogram? 

Short Answer Type 

(203) What are the two types of out- 
station calls? 

(204) Mention any five ‘dos’ while 
using a telephone. 

(205) Give the ‘don’ts’ that should be 
observed white using a telephone. 

(206) Write five advantages of a 
Telephone Directory. 

(207) Mention the dialling procedure 
under a crossbar telephone exchange 
system. 

Work Assignments 

(208) The following incoming tele¬ 
phone calls were received while your 
employer Mr. Sharma was out of the 
office. Fill out a brief summary for 
Mr. Sharma on each call; 

A. Shri Kailash called at 3.25 p.m. 
and left a message that he would pick 
up your employer at 5.10 p.m. at the 
front gate of your office. 

B. Shri Mohan of the Cooperative 
Development Corporation called at 
3.30 p.m.; he stated he would call back 
at 4.30 p.m. 

C. Shri Rajan of National Seed 
Corporation, called at 4.00 p.m. 
about their order for equipment and 
wants you to call him back, his tel¬ 
ephone No. is 243489. 
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D. Shri Ram Gopal of the New 
India Printing Works called at 4.10 
p.m, to tell you that his firm’s order is 
to be cancelled a letter of expla¬ 
nation will be put in the mail today. 

Materia] required: 

(i) Telephone message forms 

(209) Rewrite each of the following 
telegraph messages, using not more 
than 15 words. 

A. There will be a sales meeting on 
Saturday morning, in the office at 10 
O’clock. Please arrange to be there. 
Bring requested estimates. 

B. Shri Rajiv Kulkarni wired sa¬ 
ying he would be here tomorrow. Is it 
possible for you to come back? Must 
know by 3 O’clock. 

C In answer to your telegram sug¬ 
gest you offer a 4% discount, terms 
2%, 10 days. Delivery to be made FOB 
Bombay. 

Materials required: 

Specinien of Telegram Forms. 

(210) Your teacher will play a cas¬ 
sette for you, which contains 4 
messages, that will require you to take 
accurate notes and messages from the 
information you hear. Have a note¬ 
book and pen handy to take down.the 
messages. 

Materials lequired: 

Cassette containing messages 


I. Acassette which may contain the 
following 4 messages • 

(i) An aggressive client complai¬ 
ning on the quality of goods supplied. 

(ii) An enquiry from one of the 
most important clients 

(iii) A message from a personal 
friend. 

(iv) A message from the Chamber 
of Commerce reminding the Chief 
Executive, to attend a meeting. 

IT. A cassette player 

(211) Mr. Verma of the Household 
Furnishing Department calls and asks 
what the decision was regarding the 
new consignment of electric stoves. 
You ask Mr. Verma to hold the line a 
moment while you ask the Sales Ma¬ 
nager, Gopalan. Shri Gopalan says, 
“Ill have to get in touch with Shri 
Krishnan of the Legal Department 
first. Just a moment, Ill get Mr. Kfishnan 
on the other wire”. Mr. Gopalan gets 
Mr. Krishnan, but you see that the 
conversation is going to be longer 
than you thought it would be; so you 
return to your telephone and ask Mr. 
Verma whether you may call him back 
when Sales Manager Gopalan gets the 
information, Mr. Verma says that'will 
be satisfactory 

Write down what you would say to 
Mr. Verma beginning with your req¬ 
uest that he holds the line a moment. 
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(212) A. Send a telegram to your 
supplier asking him to despatch 
immediately goods ordered by you 
(Order No. 15). State that a draft has 
been sent. 

B. Send a telegram asking the whol¬ 
esale dealer to arrange a meeting of 
retail dealers in his area. Specify the 
date, time and venue. 

C. As a Managing Director, send 
a telegram to your liaison officer 
stating that you are reaching Delhi on 

. by. Indian Airlines flight. 

Arrange for stay for .... days at Hotel 
Ashoka. 


D Instruct your agent through a 
telegram to go and inspect the rejected 
goods sold by you to M/s AB & Co. 
and request for wire reply. Draft also 
a suitable telegraphical reply from the 
agent after inspection. 

E. Send a money order for Rs. 
1919/-to your supplier. In the space 
alloted for communication write the 
information that a,letter has been 
written. 

Materials required: 

(i) Five telegram forms 

(ii) One moneyorder form 


ANSWER KEY FOR OBJECTIVF. AND SHORT ANSWER TYPE QUESTIONS 


Q. No 

188 

189 


191 

192 

193 




197 

Key 

A 

D 

B 


WtM 

C 

A 

B 


D 


(198) Telephone and Telex. 

(199) Gestures and facial expres¬ 
sions not possible in telephonic 
communication. . 

(200) Polite, clear and well 
pronounced. 

(201) (i) Subscribers’ Trunk 

Dialling. 

(ii) Private Branch Exchange. 

(iii) Private Automatic Branch 
Exchange. 

(iv) Particular Person. 

(v) Own Your Telephone. 


(vi) International Subscriber Dial¬ 
ling. 

(202) Giving the telegram message 
over the telephone. 

(203) Two types of outstation calls 
are 

(i) Trunk Calls and 

(ii) Subscribers’Trunk Dialling. 

Trunk call made through exchange 
—different types-charged to the subs¬ 
criber alongwith other calls -—pos¬ 
sibility of delay. 

STD — diiect dialing —metered 

* 
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separately like local calls — available 
only to certain places. 

(204) (a) First introduce yourself. 

(b) Be discreet. 

(c) Be attentive. 

(d) Replace the receiver. 

(205) (a) Don’t be loud. 

(b) Don’t be a braggard 

(c) Don’t be rude. 

(d) Don’t fail to say thank you. 

(e) Don’t fail to replace the 
receiver. 

(206) (a) Saves time. 

(b) All. the telephonic numbers of 
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the city in one place. 

(c) Makes available the addresses, 
occupations etc. of the subscribers. 

(d) A good index of telephone 
numbers. 

(e) Saves trouble. 

(207) There is a time out feature 
according to which the subscriber is 
required to coihmence dialling within 
10 seconds of the receipt of dial tone 
and he should continue dialling all the 
digits ofthe required number without 
any gap of more than 5 seconds bet¬ 
ween digits. 



Unit VII: Business/ Office Correspondence 


Objective Type Multiple Choice 

(213) A block styled letter is: 

A. without indentation 

B. without punctuation 

C. without enclosures. 

D. without per-pro signatures 

(214) ‘Sincerely yours’ or yours sin¬ 
cerely complimentary close is used 
when : 

A. some friendly contacts with the 
reader exist. 

B. some friendly relationship with 
the reader exists 

C. the reader occupies a high 
position 

D. the reader is junior in rank 

(215) A‘post script* is usually placed : 

A. below the initial of the writer 

B. above the subject 

C. in between the salutation and 
the opening para 

D. in the complimentary close 

(216) The most frequently used fonii 
of the complimentary close is: 

A. yours truly/yours faithfully 

B. yours most obediently 

C. your obedient servant 

D. yours affectionately 


(217) The important use of the Sales 
Letter is; 

A. to attract the attention of the 
consumer 

B. to describe invoice items to the 
purchaser 

C. to explain the function of the 
articles already sold to the 
customer 

D. to present thedetails of the total 
sales to the consignor 

(218) A ‘Dunning Letter’ is written 
for: 

A. collecting an outstanding 
amount 

B. disseminating important infor¬ 
mation to customers 

C. sales promotion purposes 

D. taking action on a complaint 
lodged 

(219) A per-pro signature is one 
when : 

A. a partner signs a letter written to 
another partner in a firm 

B. a sole proprietor signs a letter 

C. a minor signs a letter 

D. an agent signs a letter under a 
power of attorney 
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(220) The attention line should 
appear: 

A. below the signature 

B. below the post script 

C. above the inside address 

D. between the inside address and 
salutation 

(221) Which is the best way of writing 
the date in Business Letters: 

A. 2-1-19... 

B. 2'/... 

C. January 2,19... * 

D. January 2nd, 19... 

(222) Documents which are attached 
with the letters are called ; 

A. post scripts 

B. enclosures 

C. information document 

D. subject matter 

(223) A close punctuation style means: 

A. placing no punctuation at all 

B. placing punctuation at the end 
of each line in the date, address 
salutation and complementary 
close only 

C. placing punctuation at the 
complementary close only 

D. placing punctuation in the salu¬ 
tation only 

Very Short Answer Type 

(224) What will you do when you 
address a letter to a firm but want it to 


reach a particular person? 

(225) What is the mode of address 
and salutation when you write to the 
Chief Jusi ice of an Indian High Court? 

(226) What is the form of salutation 
when you address a group of women? 

(227) Write an appropriate comple¬ 
mentary close to the following saluta¬ 
tions : 

(a) My dear sir, 

(b) My dear Mr, 

(228) Do you accept the following 
expressions? If not, correct them. 

(a) Dear Dr. Raghunath Singh, 

M.D., 

(b) Dear Shri Ram Kishore Esq., 

(229) What is a P.S.? 

Short Answer Type 

(230) The following two examples of 
letter-openings are faulty. Note the 
fault and present an improved version. 

(a) We regret that we cannot 
comply with your request. 

(b) We are always sorry whenever 
a customer decides to close his 
account with us. 

(231) List five main characterstics of 
an effective business letter. 

(232) What points should you keep in 
mind when you write a sales letter? 

(233) Re-writer the following unsatis- 
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factory statements so as to make them 
more courteous. 

(a) It is foolish to think that we 
tried to deprive you of some¬ 
thing that was ri^tly yours. 

(b) You claim you didn’t receive 
the refund we sent you. 

(234) A ha’Stly dictated letter is given 
below. It is considered unsatisfactory 
for the purpose it is written. 

(a) What is the purpose of the 
letter? 

(b) Why is the letter considered 
unsatisfactory? 

(Give only two important 
reasons) 

“Gentleman, 

We have received an order from 
Ajmer Electrical Co, Since your name 
was given as a reference, we are writ¬ 
ing to obtain all the information you 
can give us about your dealings with 
this ■ company. Please answer 
immediately.” 

(235) What is a D. O. letter? When is it 
used? 

Work Assignments 

(236) From the classified advertise¬ 
ment columns of any national / regional 
newspaper, select an advertisement 
that describes a job you believe you 
can fill. Write a letter applying for the 
job. Use facts only. 


Material required: 

Newspaper/Employment News. 

(237) Messrs, Rupayan Bros. Jaipur 
Road, Ajmer, were supplied ready¬ 
made clothes worth Rs. 12,400/- on 
credit by Messrs. Prachi Textiles, 
Lajpat Market, Delhi last month. A 
letter from the seller requested the 
purchaser to remit the money imme¬ 
diately. Write a letter as from Messrs 
Rupayan Bros, explaining that a sub¬ 
stantial portion of goods is still on 
hand, giving reasons for the same, 
assuring to send a cheque towards 
partial payment within a forthnight 
and offenng to settle the balance by 
returning the unsold portion. 

Material required: Nil 

(238) Draft a suitable reply to the 
above letter urging the payment in full 
without delay. While doing so give 
reasons for inability to accept the 
unsold goods. 

Material required: Nil 

(239) You have received an urgent 
enquiry for certain seasonal goods 
from the placing of the order and the 
goods to be supplied within a week 
from the placing of the order and the 
rest after a month. Draft a suitable 
reply quoting prices sj^nd terms. Point 
out, that as a special case, you are 
reserving the goocLs urgeiit'.v required 
by him and urge him to place hi.s oider 
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by a specific date. 

Material required: Nil 

(240) Write a letter to one of your 
agents, informing him that his sales 
are very much lower than those of 
other agents. Insist on his forwarding 
reports more regularly. Ask him to 
meet your sales organizer, visiting a 
neighbouring town. 

Material required: Nil 

(241) R. Dayal, your employer, leaves 
the follow'ing instructions on the table 
to be attended by you ; 

A. Attending to the annual dinner 
of the Publishers A.ssociation 
cancelled. Organizing Secretary 
is to be informed. 

B. Inform Mr. Ramesh Chand. 
Managing Director. Northern 
Publishers. New Delhi, of my 
presence there on the 2nd Fri¬ 
day of the month. Will like to 
see .him in the afternoon. 

9 

Prepare these two letters. 

(242) Prepare a list of proof-readers 
marks for reference. 

Material required : Reference book 
containing proof-readers marks 

(243) M' s London Stores owe to the 
Bombay Stores. Jaipur, a sum of Rs. 
9.'500 -. M/s Bombay Stores plan to 
write a series of 4 reminder letters. The 


4th reminder is that last one. Prepare 
a set of 4 letters which can be used by 
M,s Bombay Stores lor collecting 
money from M 's London Stores. 

(244) Improve upon the following let¬ 
ters which is considered a tactless as 
well as a discourteous one. 

Crcntlcmen. 

We have your order for four 
Himalaya Air Conditioners Model 
3H T, which you asked us to send on 
open account. 

Since we have never done busi¬ 
ness with you, we made several 
enquiries about your credit standing, 
but no one seems to ha^e any informa¬ 
tion about you. We shall, therefore, 
have to hold up your order until you 
can supply us with your most recent 
financial statement and a few trade 
reference, if, then, we find your credit 
position satisfactory, we shall be glad 
to ship your order on open account. 
Otherwise we shall have to insist on 
cash in advance. 

Very truly yours. 

(245) Assume that you are working in 
the Order Department of the Ideal 
Publishing Co. You have today, the 
.26th April, received the following let¬ 
ters : 

6th St., Ajmer 
24th April’... 
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ideal Publishing Co. 

Ideal Avenue 
New Delhi 
Gentlemen : 

Please send me a copy of the paper 
bound edition of the Home Work¬ 
shop by R.K. Dass. Enclosed is my 
cheque of Rs. 50/- to cover the cost. 

Veiy truly yours. 

Prakash. 

Write a letter to Mr. Prakash that the- 
paper bound edition, is out of stock 
and that the new print is not likely to 
come soon. If he likes, the hard-bound 
book edition costing Rs. 75/- can be 
sent. Return the cheque for R.s. 50/-. 

(246) Rewrite each of the following 
telegraph messages, using not more 
than 15 words. 

A. There will be a sales meeting 
Saturday morning, in the office 
at 10 O’clock. Please arrange to 
be there. Bring requested 
estimates. 

B. Shri Rajiv Kulkarni wired say¬ 
ing he would be here tomorrow. 
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Is it possible for you to come 
back? Must know by 3 O’clock. 

C. In answer your telegram, sug¬ 
gest you offer a 4% discount, 
terms 2% 10 day.s. Delivery to be 
made FOB Bombay. 

(247) Mr. J.S. Kapoor a B.Com 
(final) student of Aurbindo College, 
Malviya Nagar, New Delhi has app¬ 
lied for the post of confidential 
Assistant in your office, You need to 
know his antecedents. 

Write a demi-official letter to the 
Principal of the college, he has last 
studied in, requesting him to send his 
opinion about the candidate. 

(248) Your office has received a very 
favourable reply to your enquiry 
about the character of Mr. S.S 
Grover, a candidate for the post of 
Stenographer. 

Issue a memorandum informing Mr. 
Grover about date and time of speed 
test and interview. 

The following information is to be 
conveyed : 25th July speed lest from 
8.00 a.m. to 10.00 a.m, and interview 
11.00 a.m. 


ANSWER KEY FOR OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 

213 

214 

215 

21^ 

217 

218 

219 

220 

221 


Id 
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A 

a 

a 

a 

A 

a 

D 


C 

B 

Id 
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(224) Place an atteiition-Iine on the 
envelope and on the lettei, 

(225) The Hon'ble Chief Justice Mr. 

(226) Dear Mesdames or Mesdames 

(227) A. Yours faithfully or Yours 

truly, 

B. Yours Sincerely or Sincerely 
yours. 

(228) Dear Dr. Raghunath Singh or 
Dear Raghunath Singh, M.D. 

Dear Shri Ram Kishore 
Or Dear Ram Kishore Esg. 

(229) Something forgotten iiithe main 
letter but written after the letter is 
signed, is called the Post Script. 

(230) A. Negative. 

— We have given a careful consid¬ 
eration to your request. 

B. Too impersonal. 

— We are sorry to learn that you 
have decided to close your 
account with us. 

(231) (i) Definite purpose (ii) Con¬ 


sideration for the leader (lii) Natuial 
style (iv) Coneci usage and form 
(v) Attiactive appearance. 

(232) (i) Try to attract the attention of 
the reader in the first para. 

(li) Create a desire for the product 

or service by appealing to var¬ 
ious emotions. 

(iiij Try to get action in the last 
para. 

(233) (a) Let us assure you of your 
desire to be completely fair and honest 
with yoiu, 

(b) We are sorry to learn from 
your letter that you did not 
receive the refund we sent. 

(234) (a) Request for information 
about the financial position. 

(b) It is neither courteous nor 
specific. • 

(235) Demi-official letters are written 
between officers of equal status when 
the matter is confidential, requires 
immediate action and is of top prriority. 
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Objective Type Multiple Choice 

(249) The services of the Po.ii Office 
are made available by . 

A Local Self Government 

B. State Government 

C. Central Government 

D. The State and Central 
Governments 

(250) The full fomt ol pin is . 

A. Personnel Inward Number 

B. Private Institute Number 

C. Phone Inward Number 

D. Postal Index Number 

(251) The Post Office sends mone\ 
through 

A. Money Order 
B Demand Draft 

C. Cheque 

D. Bill of Fvehange 

(252) The Post Ollice has a scheme of 
Postal , 

A I ifc insurance 
B Fire insurance 
C Marine insinance 
D, Accidental insurance 

(253) The letter which should be deli¬ 
vered to the addressee onlv is sent: 

A. By Ordinary Post 


B. Under Certificate of Posting 

C. By Registered Post 

D. By Book Post 

(254) Mr X can send money to his 
son quickly through the Post Office 
by; 

A Oidinary Post 
B l.M.O.’ 

C M 0 

D Registeied Post 

(255) A person has pm chased 12 
veais Savings Certificates worth Rs, 
'2000 - from the Post Office, He can 
encash them w'lth full interest; 

A immediatelv after the purchase 
B at the expirv ol three months 

C. at the expiry of t\\'elve months 

D. at the expiry of twelve \eais 

(256) The quickest means of remit¬ 
ting money through the Post Office is: 

A. Postal Order 
B Cheque by Registered Post 

C. Money Order 

D. Telegraphic Money Order 

(257) A person can send a cheque of 

Rs 1000 - along with some important 
documents throug|i the Post Office at 
his own risk by :. ^ 

A, an insured letter 



48 


QUnSTION BANK IN OFFICE PRACTICE 


B. a registered letter 

C. an unregistered letter 

D. a registered parcel 

(258) If the addressee of a registered 
letter is not available at his address, 
the Post Office should : 

A. keep the letter for an indefinite 
period 

B. send the letter to the Dead Let¬ 
ter Office 

C. return it to the sender 

D. deliver the letter to a neighbour 

(259) The quickest way of communi¬ 
cating messages through the Post 
Office is: 

A. Telegram 

B. Express Telegram 

C. Trunk Call 

D. Lightning Call 

(260) The most suitable method for 
despatching a letter, where the deliv¬ 
ery receipt record is a legal necessity, 
is: 

V 

A. Under Certificate of Posting 

B. Recorded Delivery 

C. Registered Letter 

D. Registered with Acknowledge¬ 
ment Due 

Very Short Answer Type 

(261) Name the machine which is 
used by business houses for stamping 
outward letters. 


(262) What is the upper limit of the 
amount for a Money Order? 

(263) Which is the facility provided 
by a Post Office for ensuring delivery 
of goods and recovery of its price? 

(264) You want to spend the vaca¬ 
tions in Bangalore, but you do not 
know your exact address now. You 
want to receive your mail during 
vacations in Bangalore regularly. 
What will you do? 

(265) What type of letters are sent to 
the D.L.O. (Dead Letter Office)? 

(266) Name the telegram for which a 
key word is essential. 

(267) Name the service a Post Office 
provides' that is parallel to that of a 
bank. 

(268) Name the Government agency 
which is authorize to accept the pay¬ 
ment of telephone bills. 

(269) Give the name of the service 
that the Post Office provides to busi¬ 
ness houses and others for quick and 
definite delivery of letters, dispensing 
with the services of its own postman. 

(270) What is the medium of obtain¬ 
ing acknowledgement of letters sent 
through a Post Office? 

(271) Why do you pay more for an 
envelope purchased from the Post 
Office, though it bears a stamp of a 
less amount. 
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(272) Name the telegram through 
which the same message is sent to dif¬ 
ferent addresses in one town. 

Short Answer Type 

(273) t)escribe the working of a 
Franking Machine in about .50 words. 

(274) What is a business reply letter? 

(275) State the limitations of 
telegrams, 

(276) Write the types of telegrams 
based on secrecy, time and national 
boundary. 

(277) Describe the air parcel service. 

(278) Explain the procedure of open¬ 
ing and operating a cumulative time 
deposit account with the Post Office. 

(279) What is the V.P.P. system? 

(280) Enumerate the important ser¬ 
vices which are provided by Post 
Offices. 

(28!) Mention the steps that are 
required to open a Post Office savings 
account. 

(282) Name the different types of 
communication faciijtie.s which are 
provided by Indian Post Offices. 

Work Assignments 

(283) Prepare a list of stamps of 10 
different denominations to be 


purchased fora period of om. montn. 
Your answer should be in the form of 
a table containing the following 
columns. 

1. Serial number 

2. Denomination of stamp 

3. Number of stamps 

4. Amount. 

Materials required : 

(i) A sheet of paper 
(li) A pen/bail pen 
(iii) A scale 

(284) How will you have Trunk 
Booking under the dial system? 

Materials required: 

(i) A working telephone set 

(ii) The latest telephone directory 

(285) Write the following particulars 
(giving your own examples) at the 
proper places on the cover of your 
envekipe: 

(a) Sender’s Address 

(b) Receiver’s Address 

(c) Type of letter, i.e., personal/ 
confidential. 

Materials required ; 

(i) An envelope of 27 ems X, 13 
cms. 

(li) Pen/ball pen 

(iii) Typewriter (if possible) 
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(286) You are asked by your boss to 
send Rs. 50/- as donation to Agarwal 
Sabha, Dhanventari Road, Mysore. 
Take a money Older form and fill it up 
correctly with all the details. 

Materials required: 

1. M.O. form 

2. Pen/ball pen/typewriter 

3. Rs. 50/-and M.O. charges. 

(287) Collect the following documents 
from the Post Office and fill them up 
properly with imaginary details: 

(a) Postal Order 

(b) V.P.P. Form 

(c) Acknowledgement Due 

(d) Under Certificate of Posting 

(e) Telegram fonn 

Materials required: 

All the forms can be procured from 
the Post Office. 

(288) Your officer wants detailed and 
up-to-date knowkdge with regard to 
postal rates and pin codes of State 
capitals. You are required to prepare a 
summary, get it typed and keep it for 
reference purposes. 


Materials required: 

(i) Postal guide 

(ii) Postal pin codes 

(iii) Typing papers 

(iv) Carbon papers 

(v) Typewriter 

(289) Write each of the following tel¬ 
egraphic messages in not more than 15 
v/ords: 

(i) There wdll be a sales executive 
meeting on Saturday, the 27th 
August at 9.00 a.m. Please make 
it a point to attend. Bring neces¬ 
sary documents. 

(ii) The interview for the post of 
Assistant Manager (Sales) is 
fixed at 10 a.m. in the office of 
the General Manager, on Fri¬ 
day, the 30th August. Kindly 
attend. T.A. D.A. will be paid 
according to the rules of the 
company. 

MateriaJs required ; 

(i) Blank telegram forms 

(ii) Pen/ball pen/typewriter 


ANSWER KEY FOR OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 
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(261) Franking Machine 

(262) Rs. 1000/- 

(263) V.P.P. 

(264) Post Restante facility 

(265) Letters with incomplete 
addresses, 

(266) Cypher 

(267) Savings Bank Account 

(268) Post Office 

(269) Post Boxes 

(270) Acknowledgement Due 

(271) Stationery charges 

(272) Multiple address telegram 

(273) Procedure of using Franking 
Machine: envelopes are classified 
according to the postal charges, i.e., 
envelopes which have the same postage 
are kept in one group. Then indications 
of Franking Machine are put ac¬ 
cordingly. Envelopes are inserted in 
the machine and by use of the handle, 
they come out of the machine duly 
stamped. The date is also adjusted 
every day. 

(274) Business reply letters are used 

by business concerns for attracting 
new customers. Postage is paid by the 
addressee. If the reader of the letters 
feels it necessary to older goods, he 
can order them just by writing some 
words on it an d mailing i^.- -— 

(“Hamnal liwtitut* Sd»catto0 

1 . __ M, TWwaiam'iSicis 


(275) (a) expensive 

(b) no secrecy 

(^ chances of ambiguous mes¬ 
sage due to the fault of man 
and machine. 

(276) (a) On the basis of secrecy; 

ordinary telegram, coded 
telegram and cypher 
telegram, 

(b) On the basis of time : 

ordinary telegram and 
express telegram 

(c) On the basis of national 
boundary : 

Inland and foreign 

(277) The air parcel or air freight ser¬ 
vice is for packages. Of a prescribed 
minimum weight. The packages are 
usually handled by a freight agency 
which arranges for them to be col¬ 
lected and transported to the airport. 
This is a valuable service when small 
parcels are needed to be sent urgently. 

(278) (a) Fill up the prescribed form. 

(b) Deposit the amount. 

(c) Collect the Pass book. 

(d) Deposit the fixed amount 
once a month. 

(279) The seller sells the articles to the 
customers by sending parcels throu^ 
the value payable post, The Post 

^Office delivers the parcels to the 
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addressee on receiving the prescribed 
payment and money order fee. The 
prescribed amount is then sent to the 
sender of the article. 

(280) (a) Letters 

(b) Remittances 

(c) Savings Banks and 
Investment 

(d) Telegrams 

(e) Telephone 

(f) Parcel Service 

(g) Postal Life Insurance 

(281) (a) Filling the prescribed form 

(b) Introduction of the person 

by one who is acceptable to 
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the Post Office 

(c) Give the specimen signatures 
as required 

(d) Deposit at-least Rs. 5 

(e) Obtain the pass book from 
the Post Office 

(282)(a) Letters Postcards 

Inland Letters 

Envelopes 

Aerogramme 

(b) Telephone 

(c) Telex 

(d) Tcicnnnter 

(e) Telegrams and Cables 
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Objective Type-Multipje Choice 

(290) Communication means: 

A. writing letters 

B. an excha.tge of facts, ideas, 
opinions by two or more persons 

C. telex system 

D. telephone equipment 

(291) Internal communication in an 
office can be by way of: 

A. inter-com and telephone 

B. telex 

C. telegram 

D. teleprinter 

(292) Communication is essentially a 
two-way process. 

A. It is not 

B. It is 

C. It is a single-way process 

D. It is a four-way process 

(293) Communication is the trans¬ 
mission and receipt of ideas ' 

A. It is only the transmission of 
ideas 

B. It is only receipt of ideas 

C. It is both A + B 

D. It is neither 

(294) Communication among people 


at the same level in the hierarchy is: 

A. upward communication 

B. downward communication 

C. diagonal communication 

D. horizontal communication 

(295) The type of communication 
invariably used while giving orders is: 

A. oral communication 

B. downward communication 

C. visual communication 

D. written communication 

(296) One of the most important, the 
most difficult and the most neglected 
skills in communications is: 

A. speaking 

B. writing 

C. face to face discussion ' - 

D. listening 

(297) Internal communication means: 

A. communication between relatives 

B. communication in a confidential 
room 

C. communication between persons 
of two organizations 

D. communication between persons 
of the same organization 

(298) A dictating Machine is a form 
of; 

A. external communication 
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B, oral communication 

C. written communication 

D telephonic communication 

(299) The inter-com system is used 
for : 

A. facilitating quick verbal com¬ 
munications within the organi¬ 
zation 

B. connecting external with internal 
telephones 

C. increasing intra-office visits 

D. sending messages through 

phonograms 

•'300) Written communication is 
referred to oral communication 
2 cause • 

A. written communication is 

accepted in courts of law. 

B. written communication is 

accurate and exact 

C. written communication creates 
records 

D. wniten communication adver¬ 
tises for the business 

(301) Private Branch Exchange (PBX) 
facilitates ; 

A. inter communication only 

B. external communication only 

C. both A + B 

D. mechanical communication 

(302) A teleprinter assists in sending 
messages: 

A. orally 

B. in written form 


C, through tables 

D. by typewriter 

(303) The foremost quality of com¬ 
munication is that it should be : 

A. confidential and legally 
acceptable 

B. written 

C. accurate and quick 

D. easily available 

(304) A cablegram means : 

A. foreign telegram 
B inland telegram 

C. coded inland telegram 

D. ordinary telegram 

(305) Trunk calls are made for con¬ 
tacting people : 

A. within the local limits of the 
telephone exchange 

B. outside the local limits of the 
telephone exchange 

C. within the enierprise 

D. within the city 

(306) A phonogram means : 

A. sending a telegram over the 
telephone 

B. telephone call 

C. trunk call 

D. local call 

(307) The communication process 
involves ; 

A. asking, telhng, listening and 
understanding 

B. asking and understanding 
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C. telltng and asking 

D. asking and telling 

Very Short Answer Type 

(308) Which form of communication 
is termed as the ‘Grapevine’? 

(309) Name the most suitable method 
of communication for confidential 
matters. 

(310) Name the most important device 
of verbal communication. 

(311) Name the machine used to 
transmit written messages. 

(312) What type of communication 
flows from a superior to a subordinate? 

(313) What type of communication 
flows from superior to superior? 

(314) What type of communication 
flows from superior to superior? 

(315) “The information is communi¬ 
cated through a circular.” Name the 
method of communication followed. 

(316) Which is the best postal stamp¬ 
ing device used, when a large number 
of letters are to be dispatched by your 
office? 

(317) Which telephone system reduces 
the work of a telephone operator for 
internal and external communication? 

Short Answer Type 

(318) What are the elements of 
communication? 
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(319) What are the qualities of an 
ideal communication system? 

(320) Discuss the advantages of 
communication. 

(321) What does an upward com¬ 
munication consist of? 

(322) Explain rules for effective 
communication. 

(323) Mention five devicife oi 
mechanical communication. 

(324) Mention the advantages of a 
coded telegram. 

(325) Explain what is meant by the 
barriers in communication. 

(326) Mention five types of interna! 
telephone systems used in big offices. 

Work Assignments 

(327) It has been decided by the 
management to instal an “Internal 
Communication System”, to serve a 
chain of 20 sections. Prepare a report 
for your’ executive explaining the 
various systems which could be 
installed, giving reasons for your 
choice. 

Information required 

(i) Various system of internal 
communications, e.g., P.B.X-, 
P.A.|?C. etc. 

(ii) Price'Jfists and catalogues. 

(iii) Performance reports. 
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(328) Visit the industries/offices 
around your town and observe the 
channels of communication, their 
functioning and give your opinion. 

Information required 

(i) List of industries/offices 

(ii) Someone to explain different 
channels of communication 
and their functioning 

(329) Observe the flow of communi¬ 
cation in your organization — format, 
e.g., upward, downward and lateral, 
and informal and jot down these in the 
form of an organization chart. 

Information required 

(i) Organization and its 
activities. 

(ii) Relationship between various 
■ positions and people, 

(iii) Chart paper. 

(iv) Pen and pencils of different 
colours. 

(330) Write different types of letters 
keeping in mind the rules for effective 
written communication. 

Information required 

Various types of letters, e.g.. Memo¬ 
randa, Circulars, Notices. D.O. 
Letters. 

(313,1) The Office Manager has to 
inform his subordinates of the pro¬ 


posed audit inspection and direct 
them to be ready with the necessary 
registers and records brought up-to- 
date. Prepare a ciroular to this effect. 

Information required 

Instructions to be issued by the 
Manager. 

(332) The office staff has grievances 
over the action taken by the manage¬ 
ment against one of their colleagues. 
They want to represent to the manage¬ 
ment. Assume the cause of the 
management’s action and draft the 
representation. 

Information required 

(i) Copy of rules and regulations 

(ii) Nature of grievances 

(iii) Action taken 

(333) As Secretary of your organi¬ 
zation, you are asked to prepare a 
notice of the General Body Meeting 
of employees. 

Information required 

(i) Agenda of the notice 

(ii) Venue of the meeting 

(iii) Date of meeting 

(iv) Time of meeting 

(334) In a situation where there is 
general indiscipline in an office, such 
as not keeping to working hours, not 
completing the work in time, etc., as 
Office Superintendent, you have been 
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asked to prepare a general circular to 
the office staff to make, them realize 
their sense of ohligatimiaiKlinforming 
them of the conseq,ueKee& of indisci¬ 
pline. Draft a Circular:. 

Information re<)iiin>d^ 

(i) 'Contents of disciplinary rules 

(ii) Standing orders^ if any in 
operation, 

(iii) Code of conduct 

(335) About a week, earherthe organi¬ 
zation placed an orderfoFthe supply of 
500 units by the end of tliis month. It 
has now been noted tbalsupply is now 
required and inustreaehu». within two 
days after which the supply will not be 
accepted. Draft a telegraphic message 
clearly conveying the contents of the 
above message. 


Information required 

(i) Telegram forms. 

(iij Telegram rates: 

(iii) Address of the supplier. 

(iv) Details of the order. 

(336) Ask the students to collect 
various office forms, letters, communi¬ 
cating messages to parties, employees, 
and others. Also ask them to observe/ 
practise / learn inter-com, telephone— 
PBX/PABX ifthe same is available in 
their organization. 

Materials required: 

(i) Various forms in use in manu¬ 
facturing organizations, offices, 
banks and companies. 

(ii) Telephone. 

(iii) Inter-com. 

(iv) PBX/PABX system. 


ANSWER Key. EfmORiECTlVE AND SHORT ANSWER TYPE QUESTIONS 


Q. NO. 
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(308) Informal coammokation. 

(309) Face to face conversation. 

(310) Telephone 

(311) Teleprinter^ 

(312) Downward coimnimLcation. 

(313) Upward communication. 

(314) HorizontalGommurucation. 


(315) Written communication. 

(316) Franking Machine. 

(317) PABX (Private Automatic Bra¬ 
nch Exchange) 

(318) (a) The communicator or sender. 

(b) The communicatee or 
receiver. 

(c) The stimuli or message. 
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(d) The communication 

channels. 

(e) The lesponsc or reaction of 
the receiver. 

(319) (a) Simplicity 

(b) Accuracy. 

(c) Durability. 

(d) Economy. 

(e) According to th^ size of the 
office. 

(320) (a) Communication' services 

management to achieve the 
derived goal. 

(b) It helps to co-ordinate the 
■work of different sections of 
the office. 

(c) It l>elps in motivating the 
workers, 

' * (d) It helps in training the 
workers. 

(e) It insures effidency. 

(321) (a) Report. 

(b) Opinion and attitude. 

(c) Ideals and suggestions. 

(d) Complaints, grievances. 

(322) (a) Short sentences. 

(b) Avoidance of unnecessary 
words. 


(c) Use of simple words. 

(d) Favourable impact. 

(e) Effective communication 
rather than literary merit. 

(323) (a) Telephone. 

(b) Telex. 

(c) PBX. 

(d) Teleprinter, 

(c) PARX. 

(324) (a) Different code numbers are 

used for different situations, 

(b) It maintains secrecy. 

(c) It is economical, 

(d) It saves the time of the 
sender. 

(c) U insures efficiency. 

(325) (a) Badly expressed message. 

(b) Poor language. 

(c) Physical distance and poor 
layout, 

(d) Bad organizational structure. 

(e) Defective surrounding.?. 

(326) (a) PBX. 

(b) P A B X. 

(c) Direct telephone with- 
■ extension. 

(d) Inter-com. 

(e) Radio telephone. 



Unit X : Bask Elements of Fnblk Relations 


Objective Type Multiple Choice 

(337) Public relations means to de¬ 
velop a sound relationship with: 

A. the customers 

B. the employers 

C. the creditors 

D. the whole society 

(338) Public relations activities in the 
enterprises are controlled by: 

A. the Chief Manager 

B. the Office Manager 

C. the Public Relation Officer 

D. the Board of Directors 

(339) Publie relations include: 

A. chit-chatting withpcopl^, 

B. making profits from people 

C. making decisions for people 

D. establishing sound contacts with' 
people 

(340) Public relations functions must 
be related with: 

A. t^e objective of the 
enterprise 
i B. the public 

C. the Executive in the Public Re¬ 
lations Department. 

D. the Management of the enter¬ 
prise 


342. Public relations activities roust 
be organized for: 

A. day to day only 

B. one year only 

C. specified period only 

D. on a long term basis 

(342) A Public Relation Officer de¬ 
sighs : 

. A, a budget for his department 
■ B. an organization chart of the 
department 

C. public relations policy with the 
workers 

D. public relations programmes for 
the concern 

(343) A seperate reception room or 
waiting room is justified in the office 
of an enterprise because 

A. It is decorative 

B. it provides for good public relat¬ 
ions 

C. the employees can rest there 

D. it assists in welcoming visitors 
who do not have an appointment 

(344) public relations introduce the: 

A. human factor in 
Management. 

B. special function of the 
management 
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C. concept of the ‘Personnel’ in 
management science 

D. leadership style in 
management study. 

(345) Many forms of misunder'^fcand- 
ing Spring from: 

A. verbal communieation 

B, written communication 

C. continuous communication 

D, lack of communication 

(346) Public relations philosophy puts 
emphasis on the need for: 

A. downward communicatiart 

B. communication wtth outsiders 

C. two-way comiriunication.'., 

D. one-way communicatioEEf 

(347) Public relations with ejnploye«s 
can: 

t 

A. guarantee to prevent strikes 

B. play a useful role in elimination 
of misunderstanding anddack. of 
information which may lead to 
strike 

C. formulate a policy of dividing 
the employees «,nd thus/ avoid 
strikes 

D. prevent strikes by bribing the 
leaders of the strikers 

(348) , Public relations is'a: 

A. vocation 

B. trade 

C. profession 

D. clerical job 


(349) Public relation is : 

A. barrier between tite?*cade and 
public 

B. propagan^ to point 

of viewre^gardie^ ofeiath, ethics 
and the public good 

C. a stunt to project image 

o( the orgamzalion 

D. advice sm 4'fac presentation of 
the pubiicimageMsansiMganiza- 
tion.- 

(35®) While participating,in a trade 
fair, Public Relation €lffice of an 
industrial enteiprise should display: 

A. ^saleable'products only 

B. saleable products *Dd produc¬ 
tion procedure 

C .the joaraakof die'entcrprise 
D. All the three above. 

(351) The responsibility of fixing the 
visit schedule nfisome impojriant out¬ 
siders .should be handed over to: 

A. the receptionist 

B. the Public ^tclationOfiioer 
C the Warlis Manager 

D. the .Sales Manager' - 

Very Short Answer Type 

(3,52) What idoes Puhlij? ^Rfil^ions 
brittg-together? 

(*353), What are the mmn >types of 
public relationsaotivities? 

<354) Name any two methods em- 
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ployed to establish a relationship with 
employees. 

(355) Which is the most economical 
and easiest method of communicating 
some information to the maximum 
number of people? 

(356) What is the journal published 
by an organization for maintaining 
contact with its employees or with the 
public called? 

Short Answer Type 

(357) Why is pubUc relations required 
in an industrial concern? 

(358) State the importance ofthe fun¬ 
ctions of Public Relations. 

(359) List the constituents of the soci¬ 
ety which form the enviomment of 
business. 

(360) List the media (i^ans) used for 
building public relations activities. 

(361) Explain the functions of the 
‘Public Relations Department’ in an 
enterprise. 

(362) Enumerate the actions included 
in public relations practice. 

(363) State the two main objectives of 
public relations in an industrial com¬ 
pany. 

(364) Enumerate the three benefits 
resulting from good relations between 
a company and its employees. 

(365) In what different ways can the 


Press Officer give news and informat¬ 
ion about the enterprise to the Press? 

(366) Give the public relations act¬ 
ivities that may be carried on by the 
Trade Associations for their members. 

Work Assignments 

(367) You meet with a Public Relat¬ 
ions Officer of a business house and 
collect rfelevent literature relating to : 
“How they maintain contact with em¬ 
ployees and customers.” 

(Visit the particular place and collect 
the information) 

(368) Your friend Mr. Shatrughanais 
working a.? your subordinate in your 
office. He always comes late to the 
office. Your relationship is misused by 
him. As a Public Relations Officer, 
what do you propose to do now? 

(369) You are working as a Persona) 
Assistant to the Public Relations Off¬ 
icer of your organization. You are 
asked to design a public relations 
programme for one month by your 
superior. What steps will you take 
into consideration while chalking out 
the public relations programme? 

Material required: 

Copy of the past public relations plan. 

(370) After investigating the present 
public relations policy, you come to 
the conclusion that it has failed com¬ 
pletely in its functioning. Now you 
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have to frame a new public relations 
policy for your business enterprise. 
What factors will you take into 
account? 

Material required: 

A copy of the public relations policy. 

(371) A foreign customer wants to 
visit your organization and stay for 
two days in the organization’s Guest 
House, Suggest a schedule of taking 
him around the various departments, 
his stay, entertainment, food arrange¬ 
ments and also sight-seeing. 

(No material is ri^uired for this assig¬ 
nment.) 

(372) The Board of Directors of a 
concern has decided to send a teatn of 
five senior foremans to Japan for 
advanced training in the Iate.st techno¬ 
logy of manufacturing tools. You, as 
Press Officer, have been asked to 
prepare a Press Release in this conn¬ 
ection, Prepare a brief and effective 
Press Report. 

(No material is required for this assig¬ 
nment.) 

(373) The network of the telecom¬ 
munication systemof your Head Office 
is prone to break down frequently. 
You, as a member of Pubiic Relations 
Office are beipg sent to th6 General 
Manager (Telephones) to discuss and 
get an assurance for early and effec¬ 
tive measures. Make a plan of points 
to be discussed. 


(No material is required.) 

(374) Some eve-teasers tease some 
female employees of your organiza¬ 
tion. As an official of the Public Rela¬ 
tions Office, you have been askpd to 
take the necessary steps to solve this 
problem. Prepare a plan of action to 
be undertaken to protect the female 
employees. 

(No material is required.) 

(375) There is no parking site outside 
or near your organisation. Visitors 
have no alternative except to park 
the.ir vehicles outside the main gate. 
Traffic Police Officers challan the 
owners of the vehicles and this pract¬ 
ice is adversely affecting the public 
relations of the organization. How do 
you plan to solve this problem? 

(No material is required.) 

(376) The Directors of a limited com¬ 
pany have decided to celebrate the 
silver jubilee of their company. As a 
Public Relations Officer you have 
been asked to furnish the names of 
important persons to be invited on the 
occasion. Make a list of persons with 
their designation, who should be in¬ 
vited to grace the occasion. 

(No material iy required.) 

(377) After great efforts you could get 
an efficient Receptionist, Miss Geeta. 
She complains that Mr. Girdhari, the 
eldest son* of your very valued cust- 
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omer, M/s Gupta & Sons, abuses her 
over the telephone, inviting her to 
accompany him to a hotel, cinema, 
etc., failing which he can complain 
abotit her to her boss which may result 
into her dismissal. You are absolurely 
satisfied with Miss. Geeta’s sincerity, 
honesty, etc., but on the other hand, 
you are not in a position to endanger 
the relationship with your valued cus¬ 
tomer. Enumerate the steps, you would 
take as a Public Relations Officer, in 
handling the situation, 

(No material is required ) 

(378) Oneofyourworkers, Mr. Gangu 
Ramis an ideal worker in your factory. 
During his 10 years of service in the 
factory his boss has always appreciat¬ 
ed his punctuality, performance, co¬ 
operation, etc. Now in the six monthly 
appraisal report, the recently recruit¬ 
ed Shop-Superviso 9 , Mr. Arjun Singh 
has made adverse remarks about his 
continuous irregularity for the last 
two months. How you would deal 
with the situation? 

(No material is required.) 

(379) Due to frequent failure of elec¬ 
tric power, your management is plan¬ 
ning to shut down one shift from the 
1st of the next month and the Manag¬ 
ing Director has asked you to convene 
a meeting of heads of various depart¬ 
ments in the 3rd w'eek of the current 
month. 
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Draft a circular inviting members to 
attend the meeting. Also give the 
agenda. 

(No material is required.) 

(380) After coming back from J apan, 
the Managing Director of your 
company has introduced a ‘Prayer 
Song’ (as practisedi^n Japan) before 
the commencement of every shift, to 
motivate workers in the factory of 
your company. A suggestion box has 
been placed to get feed-back from the 
workers on this novel practice. As a 
Public Relations Officer of the 
factory, make a brief report to the 
Managing Director giving your 
considered opinion, based on the 
suggestions received, 

(No material is required.) 

(381) Collect three items of printed 
matter which the organization uses to 
communicate with internal and 
external people 

(No material is required.) 

(382) Make a secretary’s calender 
appointment page for March 11. The 
appointments and activitie.s listed 
below were scheduled in advance for 
that day. Write up ail the items on the 
page in a brief but clear form. Your 
employer is Shri R.L. Sriva'slava. 

(i) Shri Srivastava made a luncheon 
appointment at Qutab Hotel 
with L.N. Raizada for 12.30 
p.m. 
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(2) A letter from S.T. Kanungo of 
' Bhopal, requested a 10 a.m. 

appointment, which was granted 
by return mail. 

(3) Official meeting, which Shri 
Srivastava must attend, is called 
for 3.15 p.m, 

(4) Shri T.K. Kaushik telephoned 
for an appointment and accepted 
your suggestion to come for a 
20-minute appointment at 2. p.m. 

(5) Shri Kanungo wrote that he is 
unable to keep the scheduled 
appointment. 
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(6) Shri Tondon, Sales Manage*-, 
requested that Shri Srivastava 
come to his office at 9 a.m. for a 
meeting. 

(7) Shri Srivastava asked you to 
verify a 2 p.m. appointment that 
he believes he made with T.T. 
Handa. In as much as you have 
scheduled another appointment 
at 2 p.m., you called Shri Handa 
and arranged for him to come at 
10 a.m. 

(No material is required for this 
assignment.) 


ANSWER KEY FOR OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 
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(352) Closer business — society 
relationship 

(353) Inter and Intra-organizational 

(354) (i) House Journals; (ii) Joint 
Consultation 

(355) Press 

(356) House Journal 

(357) Its success depends on Public 
Relations 

(358) Evaluates public attitude. 
Identifies policies and procedures of 
the business oiganization with public 


interest. Executes programme of 
actions to earn public understanding 
and acceptance 

(359) (i) Shareholders of the company 

(ii) Financial Institutions 

(iii) Suppliers 

(iv) Employees 

(v) Customers 

(vi) Government and Semi¬ 
government organizations 

(vii) Legislators, political leaders 
and social organizations 
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(360) (i) Press Release; House journal 

(ii) Radio & Television 

(iii) Advertising and publicity 

(iv) Films- 

(v) Direct Mail 

(vi) Lectures, Symposia, Con¬ 
ferences 

(vii) Counselling and suggestion 
system, etc., 

(361) (i) To assist other departments 

in the organization in P.R. 
activities 

(ii) To guide the management 

(iii) To choose effective advertis¬ 
ing media 

(iv) To prepare advertising 
material 

(v) To establish international 
relationships 

(vi) To develop F-R. progi ammes 
and execute them 

(vii) To conduct reaserch in P.R. 
activities 

(viii To create a good image of the 
enterprise in the society, etc. 

(362) Public Relations practice 

includes- 

(i) Everything that is calculated to. 
improve mutual underst anding 
between an organization and all 


those with whom it comes into 
contact, both within and outside 
the organization. 

(ii) Advice on the presentation of 
the ‘Public Image’ of an 
organization. 

(iii) Aclion to discover and eliminate 
sources of misunderstanding. 

(iv) Action to broaden the area of 
influence of an organization by 
appropriate publicity. 

(v) Everything directed towards 
improving communication bet¬ 
ween people or organizations. 

(363) (i) To establish contact with 

three important sections of 
the public: customers, share¬ 
holders and employees. 

(ii) To promote the company’s 
services and products in a 
highly competitive world. 

(364) (i) Employees will work more 

effectively and willingly; 

(ii) They will produce better 
goods at lower costs; 

(iii) Waste, carelessness and 
absenteeism will be reduced. 

(365) (a) Issuing Press Releases; 

(b) Press conferences ’and 
receptions; 

(c) Press facility visits 

(d) Letters to editors; and 

(e) Giving advertisements. 

(366) (i) the members, or their 

industry, and representing 
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their interests on official 
and semi-official committees 
and in negotiations with 
Government Departments. 

(ii) Carrying out statistical and 
other forms of research, and 
providing an information 
services for the press, for 
members and for ether 
interested in the industry. 

(iii) Organizing collective dis¬ 
plays, demonstrations and 
exhibitions; and holding 
conferences and meetings. 
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(iv) Providing export informa¬ 
tion and giving advice on 
overseas markets. 

(v) Publishing journals, bul¬ 
letins, reports, etc., both for 
the private use of members 
and for informing outsiders 
about the activities of the 
industry. 

(vi) Making films, or seeking 
other forms of publicity to 
further the interests of the 
members of the association, 
e.g. by encoura^ng new 
entrants to the industry. 





Unit XI : Convening and Conducting Meetings 


Objective Type Multiple Choice 

(383) The statutory meeting of a pub¬ 
lic company must be held: 

A within three months of its 
incorporation 

B. within six months of its 
incorporation 

C. within SIX months of its com¬ 
mencement of business 

D. within a period of not less than 
one month, but not more than 
SIX months from the date at 
which the company is entitled to 
commence business 

(384) The statutory meeting is re¬ 
quired to be held by 

A. only public companies 

B. only private companies 

C. all companies 

D statutory companies 

(385) The first annual general 
meeting of a company must be held 
within: 

A. 6 months of its incorporation 

B. 18 months of its incorporation 

C. 15 months of its incorporation 

D one year of its incorporation 

(386) A proposal put before a meet¬ 
ing for discussion and decision, sub¬ 
ject to amendment before its adop¬ 


tion, is known as: 

A. a motion 

B. a resolution 

C. a motion as well as resolution 

D. an amendment 

(387) The notice for a general meet¬ 
ing of a company must be given at 
least: 

A. 30 days before the meeting 

B. 21 days before the meeting 

C. 15 days before the meeting 

D. 7 days before the meeting 

(388) A written record of the proceed¬ 
ings of company meetings is termed 
as 

A. repoit 

B. resolution 

C. minutes 

D. agenda 

(389) A statement of business to be 
done at a meeting is termed as: 

A, agenda 

B. notice of meetings 

C. printed matter 

D, minutes of meetings 

(390) The proper authority for con¬ 
vening a general meeting of a com¬ 
pany IS the. 
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A Secretary 

B Managing Directoi 

C. Chairman of the Board of 
Directors 

D. Board of Directors 

(391) Entries must be made in the 
minutes book kept for the purpose 
within: 

A. 45 days of the conclusion of 
such meetings 

B. 30 days of the conclusion of 
such meetings 

C. 21 days of the conclusion of 
such meetings 

D. 14 days of the conclusion of 
such meetings 

(392) Unless the Articles of Associa¬ 
tion provide, otherwise, the quorum 
for a general meeting of a public 
company is. 

A. one-third of the members per¬ 
sonally present 

B. two members personally present 

C. five members personally present 

D. four members personally present 

(393) A report is; 

A. a communication from one per¬ 
son to another 

B. an account of something 

C. presentation of information in 
an organized form 

D. a written statement 

(394) Report writing develops only 
the power of: 


A. discrimination 

B. judgement 

C. communication 

D. all these 

(395) An interpretive-report contains : 

A. only collected facts and datas 

B. only observed facts 

C. facts, data, analysis and 
conclusions 

D. only recommendations 

(396) Give examples of statutory 
reports and technical reports. 

(397) State the characteristics of a 
report. 

(398) State the limitations of a tech¬ 
nical report. 

(399) How do recommendations differ 
from conclusions. 

(400) Distinguish between a report 
and a minute. 

(401) Write the structure of a report. 

(402) List out the purposes of a 
memorandum 

Very Short Answer Type 

(403) State the minimum number of 
Board meetings that must be held by a 
company each year 

(404) Name the meeting which is held 
only once in the life-time of a public 
limited company. 

(405) Which company officer attends 
the meetings without a voting right? 
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(406) What is the vote which a chair¬ 
man of a meeting can give in the case 
of a tie? 

(407) How many Directors must cer¬ 
tify the statutory report? 

(408) What is the quorum for a Board 
meeting? 

(409) What is the minimum number 
of persons required to be present at a 
meeting called? 

Short Answer Type 

(410) What are the requirements that 
must be satisfied before a meeting can 
validly transact any business? 

(411) Name three methods of ascer¬ 
taining the sense of a meeting. 

(412) List out any six businesses 
generally transacted in an annual 
general meeting of a company. 

(413) Mention any six matters 
requiring a special resolution. 

(414) What are the rules regarding 
proxy? 

Work Assignments 

(415) All the students of your class 
form the shareholders of a public 
limited company. 

Some of them want to call an extra¬ 
ordinary meeting for transacting the 
following business: 

(a) removal of a Director. 
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(b) matters consequent to the rejec¬ 
tion of share transfer application. 

Given the above situation 

(i) draft and send notices 

(ii) conduct the meeting 

(iii) record the minutes 

(iv) take follow-up action. 

(416) Assume that 40 students of 
your class are attending the 19th 
Annual General Meeting of Mockers 
& Mockers Ltd'., nine among them as 
Directors and one as Secretary. 

Conduct the proceedings wherein you 
have to transact the following business: 

(i) Approval of minutes of the pre¬ 
vious meeting. 

(ii) Election of Directors in place of 
those who are retii ing. 

(iii) Adoption of Profit & Loss A/ C 
and Balance Sheet. 

(iv) Declaration of dividend. 

(v) Removal of a Director before 
the expiry of his term. 

(vi) Appoirtment of Directors, 

Bankers, and Solicitors. 

(417) Assume that you and eight 
friends of yours are Directors of a 
public limited company. Conduct an 
imaginary Board meeting. 

(418) Draft the following: 

(a) Notice of the first Annual 
General Meeting of a public 
limited company 
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(b) Letter of allotment 

(c) Call notice 

(d) Final letter of forfeiture 

(e) Balance tickets 

(f) Proxy form 

(419) Draft the following 
resolutions; 

(a) Ateration of the name of the 
company. 

(b) Appointment of a Secretary. 

(c) Removal of a Director before 
the expiry of his term. 


(d) Sanctioning loan to a Director. 

(e) Awarding of contract in which a 
Director is interested. 

(420) Prepare the specimen minutes 
on the following items, indicating the 
type of the meeting and the type of the 
resolution in each casQ: 

(i) Change in the company auditors. 
,(ii) Issue of shares. 

(iii) Issue of debentures. 

(iv) Borrowing money in excess of 
the company’s paid up capital 
and free reserve. 


ANSWER KEY FOR OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 
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giuige into'comrnon language. 


(396) (a) 1 Annual reports 
2, Auditors report 
3 Statutory report 

(b)l. Project report 
2. Engineering report 

<'397) 1 Accurate 

2 Simple and unambiguous 

3 Clear and analytical 

4. Brief and constructive 

5. Well planned and organized 

6. Properly addressed, dated 
and signed 

(398) 1. Cannot be prepared by all 
2. Requires calculation.s and 
. drawings. 

3 Conversion of technical lan- 


(399) Recommendation 

1. Only suggcMivc and tentative in 
nature. 

Conclusion : Only decisive and 
static in nature. 

2. Has no binding implication on 
the authority to be followed. 
Conclusion : Has binding 
implications. 

3. Notsuppoiled b> facts and data. 
Conclusion ■ Supportedrby valid 
facts and data. 

(400) Minute Report 

I. Has legal No legal 

significance.'. 'significance. 












COWEN’IN'fi AND CONDUCTING MEETINGS 


2 Nodetailed Detailed 

desciiptions. descriptions. 

3. In the form 

of resolutions Narrative in nature 

(401) !. Front matter 

2. Main body 

3. Back matter 

a. Cover 

b. Title page 

c. Preface 

d. Acknowledgement 

e. 1 able of contents 

f. Li.st of illustrations 

g. Abstract and summary 

h. Introduction 

i. Discussion and Descriptions 

j. Conclusions 

k. Recommendations 

1. Appendices 

m. List of references 

n. Bibliography 

o. Glossary 

p. Index. 

(402) I. Serves as a reminder and 

permanent record of meetings. 

2. Conveys information and 
policy decisions upwards and 
down-wards. 

3. Maintaing a flow ol informa¬ 
tion across the levels, 

(403) 4 meetings 

(404) Statutory meeting 

(405) Secretary 

(406) Casting Vote 


(407) Two Directors/Managing 
Director + one Director 

(408) One third of its total strength or 
two Directors, whichever is higher 

(409) Quorum 

(410) The following ret|uiicments, 
must be satisfied ■ -- 

(a) The meeting must be duly 
convened by a proper authority. 

(b) A proper notice must be .served. 

(c) A quorum must be present. 

(d) A CTiairman must preside. 

(e) Minutesof the pioceedings of 
the meeting must be kept. 

(411) (a) By acclamation 

(b) By voice vote 

(c) By a show of hands 

(d) By ballot 

(e) By division 

(f) By poll 

Any of the above three with 
proper explanation. »• 

(412) (i) Adoption of the minutes of 

the previous meetings. 

(li) Appointment of new Direc¬ 
tors in place of retiring 
Directors. 

(iii) Adoption of audited Profit & 
Loss A/c and Balance Sheet. 
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(iv) Declaiation of dividend. 

(v) Appointment of auditors 
Appointment of bankers and 
solicitors, 

(vi) Any other matter with the 
permis,si()n of the chair. 

(413) (i) Alteration of the name of the 

company, 

(ii) Reduction of share capital. 

(iii) Removal of Directors before 
the expiry of their terms. 

(iv) Change in the object clause of 
the company. 

(v) Change in the registered office 
of the company, 

(vi) Pay interest out of the capital. 

( 414 ) (i) Proxy form duly filled, signed 


and stamped must be 
deposited 48 hours before the 
commencement of the meeting. 

(ii) Proxy need not be a member 
oi the company. 

(ill) A member can appoint 
multiple proxies. 

(iv) Members can inspect proxy- 
form deposited with the 
company, 

(v) Pioxy has no right to 
participate in the discussion 
of a business. 

(vi) Proxy cannot vote except on 
poll. 

(vli) Institutional member's can 
also appoint proxies. 



Unit Xn : Home Trade 


Objective Type Multiple Choice 

(421) Home trade activity' is done 
between: 

A. two countries 

B. two neighbouring countries 

C. India and U.S.A 

D. within a countiy 

(422) A wholesale trader deals in: 

A. one or several specialized com¬ 
modities in small quantities 
B one or a few specialized com¬ 
modities in large quantities 

C. many commodities in small 
quantities 

D. many commodities in large 
quantities 

(423) A trader who buys in large 
quantities and generally specializes in 
one line is known as. 

A. Wholesaler 

B. Retailer 

C. Middleman 

D. Broker 

(424) In home trade, the wholesaler is 
the link between-- 

A, retailer and consumei 

B, producer and retailer 

C, producer and consumer 


D Central Government and State 
Government 

(425) The retailer assumes a special 
position as a link between : 

A. manufacturer and wliolesaler 

B. wholesaler and consumer 

C. broker and manufacturer 

D. manufacturer and super market 

(426) A quotation is a: 

A. price list of all articles available 

B. price list of the articles asked for 
C price list of the articles not sold 

D. prices published in newspapers 

(427) When the prices of the items in 
the invoice have been overcharged, 
the seller sends a: 

A Debit Note 

B. Credit Note 

C. Statement of Account 

D. Account Sales 

(428) Which discount is least useful 
to consumer: 

A Cash Discount 

B. Trade Discount 

C. Quality Discount 

D. Bulk Purchase Discount 

(429) Mail order business is not very 
popular in India because; 
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A. big showrooms are required to 
display the goods 

B. shops have to be located m the 
busiest centre of a city 

C. it is based on false advertisement 

D. it is not very easy to handle 

(430) The place where a variety of 
articles are available in different 
departments under the same roof is 
known as: 

A. One price shop 

B. Multiple shops 

C. Mail Order business 

D. Departmental store 

(431) A factor is an agent who sells 
goods: 

A. at the risk of the seller 

B. in the name of the seller 

C. in the name of the principal 

D. in his own name 

(432) The price in which expenses 
upto loading of the goods are included 
is known as: 

A. Franco price 

B. C.I.F. price 

C. Loco price 

D. F.O.R. price 

Very Short Answer Type 

(433) Name the document which is 
sent by the seller to the buyer for over¬ 
casting the total of invoice by mistake. 

(434) Name the document which is 
sent by the creditor to the debtor to 


enable him to compare his account 
and also to draw his attention to the 
sum he has still to pay. 

(435) Who undertakes the extra 
responsibility of guarantee for credit 
sales? 

(436) Name the business which is 
entirely based on advertisement. 

(437) What is the main aim of the 
seller to issue proforma invoice? 

Short Answer Type 

(438) Differentiate between a broker 
and factor. 

(439) Why is the Instalment System 
more suitable to consumers than the 
Hire-Purchase System. Give two im¬ 
portant reasons. 

(440) Differentiate between C.W.O. 
and C.O.D. and 5% cash and 2'/^% 
within a month, terms of payments. 

(441) When does the ownership of 
goods pass on to the buyer in the Hire- 
Purchase System? 

(442) What is the object of multiple 
shops? 

Work Assignments 

(443) Mr. Ashok Kumar, uneducated 
unemployed young man, desires to 
have a business of his own. Although 
he has no sufficient capital to invest, 
heis well known in business. He does 
no.^ want to borrow money, , 
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What type of business would you 
advise him to do and what steps would 
he undertake to cany on the business'’ 

( 444 ) You have been assigned the 
work of organizing a student’s co¬ 
operative store in your school/col¬ 
lege? How would you organize it? 
What steps would you take regarding 
the following. 

A. capita! 

B. purchase of books and station¬ 
ery 

C. accounts keeping 

D. disbursement of profit 

B. future expansion of the co-ope¬ 
rative store 

(445) Mr. R. Palkiwala runs a retail 
shop, while Mr. Javed Races is the 
owner of a wholesale business house 
in the same market of your town. 
Study the working of these two busi¬ 
ness concerns and point out the differ¬ 
ence in each of them regarding the 
following ; 

A. extent of the capital employed 

B. types of customers who buy 
goods from them 

C. their source of purchase of goods 

D. quantity of stock of goods stored 
and sold by them. 

(446) You run a retail shop in electri¬ 
cals and electronic goods in the busi¬ 
est market of the town. What type of 
sales literature/ advertisements would 
you like to have to secure business? 


Collect some specimens. 

Materia]^ required: 

Newspaper cuttings, leaflets, etc. 

(447) Arrange a visit to the cereal 
market of your town and prepare pri¬ 
ces current for the weak and compare 
these prices with those of the previous 
week. 

(448) Messrs. Ratilal & Co., Meston 
Road. Kanpur., have despatched the 
following goods to Messrs. Gupta 
Brothers, .lhansi : 

130 metres Saxony 

Tvteed (2) Rs. 87.00 per metre 
60 ■’ Navy Blue Serge @ Rs. 98.00 per metre 
70 " Gray Flannel @ Rs. 45.00 per metre 
60 ” Black Serge (a) Rs. 100.00 per metre 
30 ” Overcoating Rs. 86.00 per metre 

Packing and Forwarding Rs. 9.25 

Trade Discount 12'/^% 

Prepare the Invoice in proper form. 

(449) Messrs. Gaya Ram & Sons of 
Surat have sold the following goods' 
on behalf of Messers. Selection Ctoth 
House, Ahmadadad : 

300 Silk Saris @ Rs. 225 each 

300 Cotton Saris @ Rs. 75 each 

150 Pairs of Coarse Dhotis @ Rs. 57 each 

The expenses iheurred by Gaya Ram 
& Sons aie : 

Railway freight, Rs. 26, Cartage Rs. 
12, Shop rent Rs. 100, They are 
entitled to a commis.sion 6!4%. 

Prepare an Account Sales in proper 
form. 
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(450) Messrs. Ideal P'urniture House, 
Kanpur are the consignee (agent) for 
Empire Furnishing Mart, Kirti Nagar, 
Delhi. Prepare an Account Sales 
from the following particulars: 

300 Office Table,'. (ffi Rs 80.20 each 
30 Dozen Chairs @ Rs. 40.10 each 
144 Dining Tables @ Rs, 7,200 per dozen 
50 Steel Almiiahs @ Rs. 800 each 

Expenses incurred by the consignee 
are : 

Railway freight Rs, 195.00, Cartage 
Rs. 90 20, 

Godown rent Ks. 280;00, Fire Insu¬ 
rance Rs. 300.00 
Sundry expenses Rs. 405.00. 

Terms are: Sales Commission.T'A 

per cent 

Delcredre Commission... 2i4 percent 

(451) You, being the supplier, have 
despatched the goods to your customer 


as per his order and also sent him the 
invoice. Later, it was discovered that 
one item, No. 4 in the invoice, has 
been overcharged by Rs 90.00 while 
another item, No. 6, has been 
undercharged by Rs. 65.00 

Mention the steps you will take to 
rectify the aforesaid mistake in the 
invoice and also for intimating the 
customer about it. 

(452) You are a businessman dealing 
in ho.siery items. You have sent an 
order for the supply of goods to a 
hosiery mill in Ludhiana. The supplier 
has sent you the goods by train, but 
the goods worth Rs, 2,000.00 have got 
damaged in transit due to the negli¬ 
gence of railway employees. 

What steps will you take in getting 
the claim of the damaged goods from 
the railway authorities. Write in detail. 


AN.SWER KEY FOR OBJEC TIVF AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 

r-i 

421 

422 

423 

424 

1425 

1 . 

426 

427 

428 

429 

430 

431 

432 

Key 


B 

A 

B 

B 

B 

B 

D 

c 

D 

D 

D 


(433) Credit Note 

(434) Statement of Account 

(435) Delcredre Agent 

(436) Mail-Order-Business 


(437) To intimate the price to the 
prospective buyer. 

(438) A factor runs a business, gets 
delivery of goods and gets money for 
the sale in his own name, whereas a 
broker acts and functions in the name 
of his principal only. 
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(439) A. After paying the first instal¬ 

ment, the purchaser becomes 
owner of the article. 

B. He can lease the article or 
sell the article whenever 
required. 

(440) In CWO, cash payment is made 
with the order while in COD, cash is 
paid on demand of the supplier. 5% 
for cash means 5 % discount for pay¬ 
ment of cash at the time of purchase. 
While 2!4% within a month means 


2!4% discount will be allowed, if pay¬ 
ment is made'within a month. 

(441) The ownership of goods passes 
in hire-purchase after payment of 
final instalment. 

(442) (i) Direct contact between 

producer and consumer. 

(ii) Automatic advertisement. 

(iii) Elimination of middleman. 

(iv) For easy recognition by 
consumers. 



Unit XIII : Basic Reference Sources for Office 


Objective 1 ype Multiple Choice 

(453) A dictionary will not seive the 
purpose for: 

A, correct spellings 

B, pronunciation 

C, abbreviations 
D definitions 

(454) The catalogue of a firm does 
not contain infonriation regarding : 

A. methods of ordering and 
remitting 

B. methods of packing and 
transporting 

C. methods of maintenance 

D. methods of keeping stores, 
records 

(455) Information about visiting 
places of a big histoi ical town can be 
had from: 

A. Bus time-table 
R. Local newspaper 

C. Allas 

D. City guide 

(456) A ready reckoner contains in¬ 
formation relating to: 

A. addresses 

B. calculations 

C. prices 

D. advertisements 


(457) Vaiious types of information 
peitaining to a particular trade or 
industiy is available m a : 

A. Tiad'i* Directory 

B. Telephone Directory 

C. Ready Reckoner 
i>. Newspaper 

(458) The specific objectives of a co¬ 
mpany can be Had in its; 

A. Aiticie:> of Association 

B. Memoramium of Association 

C. I’rospeciu's 

D. Nsateinem in lieu of prospectus 

(459) hiformation altout the prices of 
shares ol dilTerent companies can be 
had from: 

A. Trade Promotion Council 

B. Trade ConimlsMoner’s Office 

C. Stock T.xchange 

D. Chamber of Cfimmerce 

(460) The main purpose of keejRng 
basic reference sources in an office is; 

A. the status of the firm 

B. correct information about a par¬ 
ticular field 

C. immediate information about a 
field 

D. correct and immediate infor¬ 
mation about a particular field 
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(461) The sequence of making use of 
basic reference sources in an office is : 

A. preserving, procuring and pre- 
" senting information 

B. procuring, presenting and pre¬ 
serving information 

C. procuring, preserving and pres¬ 
enting information 

D. preserving, presenting and pro¬ 
curing information 

(462) The names and addresses of the 
importing enterprises of a particular 
company cannot be had from : 

A. Chamber of Commerce 

B. Post Office 

C. Trade Promotion Councils 

D. Embassy/ High Commission of 
that country 

Very Short Answer Type 

(463) How will you ensure the cor¬ 
rectness of spellings? 

(464) What is the source of infor¬ 
mation regarding books- - the correct 
title, the spelling of the author’s name, 
the name of the publisher, the date of 
publication, etc.? 

(465) How will you know about 
acceptable and unacceptable ways of 
dealing with customers? 

(466) What will you do to know the 
full form of an abbreviation? 

(467) What will you do to locate the 
State of a particular town? 


(468) Mention the source of getting 
the names and addresses of important 
business concerns dealing in similar 
products. 

(469) Name the source' of informa¬ 
tion about tenders and public notices. 

(470) Which publication is required 
for getting postal information? 

(471) Name the two sources which 
help you in finding the telephone 
number of a particular person. 

(472) Name two mam sources which 
help you in knowing the arrival and 
departure of a particular train. 

Short Answer Type 

(473) What information does a 
standard dictionary contain? 

(474) Describe an atlas in about 50 
words. 

(475) You find that you need to use 
the same word several times in a letter 
or report. How can you avoid this 
boring repetition? 

(476) Name five reference books of 
value to a secretary. Which would you 
give first place in importance and 
why? 

(477) Your employer has asked you 
to verify the date of an important 
news item. What will you do? 

(478) What is the use of a Ready 
Reckoner to an office employee? 
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(479) What the use of an encyclo¬ 
paedia to a business employee? 

(480) What are the contents of a 
Government Publication-Year Book? 

Work Assignments 

(481) Clip and bring to class some 
current news items that might be of 
special interest to the office assistants 
of two of the following : 

A. Bank 

B. Super-market 

C. Electric goods firm 

D. Government office 

Materials required: 

(i) Various newspapers of a parti¬ 
cular period 

(ii) Scissors 

(482) The personality pointer of an 
office secretary includes the following 
10 items: 

A. Be observant—took around and 
listen to what you hear, 

B. Do not hesitate to use the tele¬ 
phone, 

C. Read incoming as well as out¬ 
going mail. 

D. Refer to correspondence in the 
files. 

E. Write for specific information. 

F. Talk to callers. 

G. Build a scrapbook — articles, 
speeches, pictures, graphs, 
charts, maps. 
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H. Develop the habit of reading 
newspapers and magazines — 
make notations, 

I. Maintain a card file for 
important notes. 

J. Use the library. 

Think of someone whom you admire 
for his or her ability to do the right 
and graceful thing. Rate this indiv¬ 
idual using the above personality po¬ 
inter. 

Mateiials required: 

(Note:—The particular person may be 
rated on a three or five point scale): 

(i) Sheets of paper 

(ii) Scale 

(iii) Pen/ball pen/typewriter 

(483) Think of yourself. Rate yourself 
critically using the same personality 
pointer as in the above assignment. 

Materials required: 

(i) Sheets of paper 

(ii) Scale 

(iii) Pen/ball pen/typewriter 

(484) A list of addresses and tele¬ 
phone numbers of essential local co¬ 
mmunity services, such as the local 
police station, ambulance, railway 
station, hospitals, fire brigade, power 
station, bus stand, etc., is available in 
the telephone directory. Make a copy 
of this list, either type or write it out 
neatly for insertion under your table 
glass. 
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Materials required. 

(i) Telephone Directory (latest 
edition). 

(ii) Typing paper/writing paper 

(iii) Pen/ball pen/typewriter 

(485) The personal assistant of a 
Public Relations Officer of a company 
has been informed that Mr. William, 
an important client from U.K., is 
arriving in New Delhi on the 1st of 
September. You have been asked to 
collect information about the time 
and place of his arrival. How would 
you collect the necessary information? 

Materials required: 

(i) Telephone set. 

(ii) Telephone directory 
(lii) Sheets of paper 

(iv) Pen/ball pen/typewriter 

(486) Your boss, Shri Mehta, has put 
the following note on your table ; 

“Please get me a list of twelve hotels 


with addresse.s, in this or nearby cities. 
Prepare the list from the classified 
telephone directoiy'." 

Materials required. 

(i) Telephone directory 

(ii) Sheet of paper 

(iii) Pen/ball pen/typewriter 

(487) Develop a bibliography of ten 
books published within the past five 
years on office practice. 

Materials required : 

(I) List of Publishers and Libraries 

(ii) Telephone directory 

(iii) Sheets of paper 

(iv) Pen/ball pen/typewriter. 

(488) You need to check the spelling 
of a rather unusual word, and it is not 
in your dictionary, what action would 
you take? 

Materials required ■ 

A list of dictionaries. 


ANSWER KEY FOR OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 

453 

454 

455 



458 

459 

460 

461 

462 

Key 1 
_ i _1 

D 

D 

D 

B 

Bfl 

B 

C 

D 

D 

B 


(463) Consult dictionary. (466) Consult,dictionary. 

(464) See catalogue in the library. (467) Consult atlas. 

(465) Read books on etiquette., (468) TradeDireetpry and Year Book. 
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(469) Newspaper 

(470) Postal Guide. 

(471) A. Telephone Directory 

B. Telephone Enquiry Service 

(472) A. Railway Time-Table 

B. Railway Enquiry Service 

(473) A. How to spell the word, 

B. How to pronounce the word. 

C. What part of speech it is (i.e. 
noun, verb etc.) 

D. What the word means. 

E. The derivation of the word 
(i.e. where it originated, 
from Latin, Greek, etc,). 

F. Derivatives ot the word (what 
other words have been 
formed from it). 

G. Cross-references to other 
words that are related. 

H. How to form the plural of 
the word. 

(474) It is a volume of maps showing 
the world, continents and countries. 
Generally speaking, each map is 
repeated twice. Once to show the 
political features, i.e. which areas are 
under different governments and the 
second time to show the physical 
features, i.e. the mountains, rivers, 
etc. The index is helpful in locating 
towns and cities which you wish to 
check, 

(475) The boring repetition of using 
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the same word several time.s in a letter 
or report can be avoided by using the 
synonyms. 

(476) A. Dictionaiy B. Roget’s 
Thesaurus C. Post Office Guide, 
D. Telephone Directory, E. Trade 
Directory. 

ThcTclephone Directoiy will be given 
first prefeience as th( secretary has to 
contact scvei al people c i\ cr t he telephone. 

(477) Refer to old newspapers of the 
firm. If not available, refer to Press 
cutting agencies which supply these 
cuttings on particular topics to those 
interested, from local, national and 
international papers. 

(478) The Ready Reckoners which 
aic volumes of calculations alicady 
worked out, help an olfice employee 
to check calculations without iroublc 
in a short time. 

(479) An encyclopaedia is uselul to a 
business employee as it cairies mat¬ 
erial of literary and general charactei 
as well as information on science and 
business. 

(480) Government Publications — 
‘Year Books’ contain all kinds of 
statistics and information, related to 
production and progress in a parti¬ 
cular State or in India. Occassionally, 
they contain the annual reports of 
Government and semi-Governmental 
authorities. 



Ueit XIV: Office Layout and Records 


Objective Type Multiple Choice 

(489) Office forms are used to : 

A. show the oiganizationaJ structure 

B. record purchase transaction 

C. help the management 

D. collect and transmit the 
information 

(490) Classification of the office is 
based on; 

A. the basis of operation and func¬ 
tions of an enterpnse 

B. the basis of indexing 

C. the basis of colour 

D. the basis of style 

(491) Which one of the follow'ing 
forms will be more suitable to receive 
information from candidates for 
.recruitment; 

A. Purchase order 

B. Quotation form 

C. Application form 

D. Invoice. 

(492) Office stationery means: 

A. all such items which help in 
clerical work 

B. small items purchased and sold 
in a shop 

C. articles used in a house 


D. raw material used in the produc¬ 
tive piocess 

(493) Selection of carbon paper is 
based on the element of • 

A. size 

B. quality and finish 
C colour 

D. printing style 

(494) Before selecting any item of sta¬ 
tionery, the manager has to ensure : 

A. the quantity, quality and price 

B. the practice in other offices 

C. demands of the employees 

D. his own likings 

(495) Which one of the following 
methods would be most suitable for 
purchasing stationery and supplies foi 
a small business: 

A. tender 

B. buying from the supplies 

C. quotation method 

D. spot purchasing 

(496) Office space planning is con¬ 
cerned with : 

A. congenial surrounding 

B. personnel 

C. supervising the office 

D. office layout 
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(497) Office furniture is primanly 
used for ; 

A. decorating and making the office 
attractive 

B. providing place for men and 
materials 

C. saving floor space 

D promoting the efficiency of an 
office 

(498) An office layout is . 

A. an arrangement of personnel 

B. an arrangement of furniture and 
fittings according to functions 

C. determining the sequence of 
operation 

D. planning for maximum utiliza¬ 
tion of available space 

(499) In a factory, layout is based on 
the flow of. 

A. machinery 

B. workers 

C. supervisors 

D. materials 

(500) Process layout is the arrange¬ 
ment of men and machines on the 
basis of: 

A. work 

B. peiformance 

C. sequence of operation 

D. management 

(501) A device whereby office forms 
aie used m a continuous strip and are 
separated from each other is called . 


A. forms in a set 

B. multiple copy forms 

C. continuous stationery 

D. single copy forms 

(502) Modular furniture is designed 
on the basis of motion and time study 
of the : 

A. manager 

B. subordinate staff 

C. supervisor 

D. directors 

(503) 11 the office procedures and 
methods are not reviewed after a cer¬ 
tain period of time The result will be: 

A. quick performance of work as 
the employees are well conver¬ 
sant with the procedures of work 

B. economy in cost as the necessity 
of imparting training to the 
employees will not be required 

C. delay and confusion in the per¬ 
formance of same work and 
oversight in the performance of 
activities 

D. curtailment of printing costs as 
the new forms need not be 
printed 

(504) Planning for different sectional 
officer is made on the basis of; 

A. alphabetical order of name 

B. good personal relationship 
among the sectional officers 

C. number of employees of each 
section 
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D. the flow of work on the forward 
moving direction 

(505) A good layout; 

A. saves the efforts of the man¬ 
agement and makes it efficient 
B facilitates smooth functioning 
ulilt/ing the space well 

C. ensures proper supply of 
materials 

D. helps the personnel in solving 
their problems 

(506) An open office means . 

A. an office in open space 

B. an office which is open for all 

C. an office that includes various 
departments in one big hall 

D. an office without doors 

Very Short Answer Type 

(507) How many sheets are contained 
in a ‘Quire’ and a ‘Ream'? 

(508) What is thefloor space required 
for each worker in an office? 

(509) Name the three classes of furni¬ 
ture required in an office, 

(510) Mention any two considerations 
to be kept in mind while determining 
the location of an office. 

■(511) Under which method of stock¬ 
taking are all the items of stock 
checked and counted only at the end 
of the financial year. 

(512) Mention the type of layout in 


which men and machines are arranged 
on the basis of the sequence of 
operations, 

(513) Name the form used at the time 
of the credit sales. 

(514) Name any one type of desk used 

in an office 

• 

(515) Name the small room or cabin 
separated from the open office by 
partitions. 

(516) Name the register in which the 
stationery issued to various offices 
and departments is recorded. 

Short Answer Type 

(517) State rea.sons for the use of 
office forms. 

(518) Mention any three steps to con¬ 
trol the use of office forms. 

(519) State the methods of purchas¬ 
ing supplies. • 

(520) State four objectives of layout. 

(521) What is the purpose of using 
furniture in an office? 

(522) How would you judge the suit¬ 
ability of furniture for an office? (give 
^hree points) 

(523) Mention three types of contin¬ 
uous stationery. 

(524) Name four principles of form 
design. 

(525) Why are the departments 
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separated from one another by haff 
glass or wooden partitions? 

(526) Name any eight items of furni¬ 
ture in an office. 

(527) What are the bad effects of 
unsuitable furniture? 

(528) What points should be consi¬ 
dered while choosing a ‘typist chair'? 

(529) Mention the various stages in 
Record ManageixKinl. 

Work Assignments 

(530) From a list of supplies and pri¬ 
ces given to you by a local stationery 
dealer, fill in and com|?iete an estimate 
of the total yearly cost of ten items 
used by your office. Tiie headings 
across the top of your table will be as 
follows : Estimated yearly quantity. 


8A.85 Issued ; 10 reams to Sales 
Department. 

10.4.85 Issued ; 12 Reams to Typing 
Pool. 

22.4.85 Bought 25 reams from Bhola- 
nath and Raghunath Dulta & Sons. 

1.5.85 Issued 8 reams to Purchase 
Department. 

12.5.85 Issued 10 reams to Typing 
Pool. 

23.5.85 issued 10 reams to Works 
Department. 

W'hik restocking this item on 3i.st 
May what quantity would vou order? 

Make entries in the form shown 
below ; 

Stetio.’iery Stock Card 

ITEM.... Maximum Slock: 50 reams 
Minimum Stock; 20 reams 


riiitc Receipts issues Bfilancc 

__ ___ o) Slock 

Qlj' Invoice Supplki Qty, Retjuisi- LScpl 
received No. iion No 


unit, Description of item. Correct unit 
Cost, Yearly cost. 

Materials required: 

(i) -List of suppii^ (ii) List of prices 
(iii) List of items 

(531) Rule up a Stationery Stock 
Record for the typewriting papers and 
make the following entries : 
Maximum Stock ; 50 reams; Min¬ 
imum Stock: 20 reams. 

1.4.85 Balance: 45 reams 


Materials required • 

(i) Invoice form in use (ii) Requisition 
form in use (iii) Register/proforma in 
which record entrie.s are o be made 

(5.32) You have been promoted from 
the typing pool to become secretaiy? to 
the manager, who did not have a 
secretary earlier. An additional small 
room has been acquired for you. It is 
newly decorated but empty. Make a 
lust of the furnUlire and equipment 
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you win need. Also point out the spec¬ 
ifications and type of furniture 
required by you. (Infornaation 
required : funds at disposai) 

'(533) Furniture is xequired for two 
newly appointed officers and four 
clerks. Make a list of suitable furni¬ 
ture for them and collect the rates 
fiom the cabinetmakers of your local¬ 
ity (it is to be made of teak wood) and 
report it to your office boss. 

Visit the shops of your locality and 
collect their price lists to be shown to 
the Office Superintendent for placing 
orders : 

(i) Room cooler or mini air 
conditioner 

(ti) Electronic clock 

(iii) Shops supplying papers, card3, 
registers, ledgers, etc., 

(iv) Shops suppljing carbon paper, 
pen./ pencil, erasers, pins, James 
clips etc. 

(534) Much stationery has been 
wasted owing to departments order¬ 
ing too much at one time. It has been 
decided to issue the stationery once a 
week and each department has been 
instructed to complete a requisition 
form .showing the estimated needs for 
the coming week. A simple and stand¬ 
ard form must be drawn up and 
duplicated. 

Design a form to include 10 items of 
stationery. 


Information required: 

— different items of stationery, 

— procedure in use 

(535) It is required to secure greater 
economy in the use of stationery in 
your office. You are a.sked to investi¬ 
gate the present position and submit a 
report of your findings together with 
suggestions. 

Information required existing 
procedure of purchase, issue of 
stationery 

(5.36) M ake a list of manufacturers of 
dot pen refils/typewriting ribbon/ 
duplicating carbon poper/desk cal¬ 
culators required for the office. Col¬ 
lect price lists from them and prepare 
a comparative statement for 4 sta¬ 
tionery articles. 

Information required : list of 
manufactures of office equipment 
supplies, price lists 

(537) Go to a few local printing 
presses and collect the rates of prinl-- 
ing the following article-s: 

A. Printing Office File Covers — 
2000 

B. 5000 letter heads Octovo (t/8) 
Deray size with bronze blue ink 
on bank paper and binding in SO 
pads including delivery. 

C. 500 visiting cards (best quality) 
for Sales Manager and Sales 
Repre-sentatives. 
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D. Price list - 16 pages (double 
crown si/e i / !6j. 

In this case, the order is to be executed 
within three days. 

Recommend to the Stationery Super¬ 
intendent which pi css will iultH your 
purpose best. 

Inlonudiion required : f isl of 
Priiuiiie Picsses and their price 
quotation!. 

(538) Design the following forms 
with ncLcssary detall.s and suitable 
sizes: 

(i) Incoming Dak Register. 

(ii) Outgoing Dak Register (Des¬ 
patch Regi-Ster) 

(iii) .Sales Invoice 

(iv) Poon Book for local delivery of 
letters. 

(v) Readymade formal ansv/ers of 
letters of enquiry for the pro¬ 
duct the company is marketing 

(vi) Follow-up letters for those cus¬ 
tomers delaying payments. 

(539) PrepareaJLease.'Youremployer 
asks you to prepare a lease on a 
printed lease form. Dse the following 
information. 

Lessor : Shri R.S. Srivastava 
Lessee : Shri H.M. Bansal 
Property Leased : Building to be 
used as residence, 

70-Mayur Vihar, Delhi-91. 


'Perm of Lease ; I’wo years to start 
from .lanuary. 

Monthly Rental : Rs. 800/- to be 
paid during the first week of each 
month 

Matei iid required: 

Printed lease form . 

(5<1()) Power of Attorney . In order to 
take up certain banking and financial 
mallei.s in conneaion with the busi¬ 
ness of your employer. Shri Lai 
Cband, you are to be given the powers 
to : 

A. Draw cheques against his cur¬ 
rent account No .'44 SBl, Delhi, 

B. Accept ail dndls or bilks of 
exchange that may be drawn 
upon him. 

Use printed forms and make onec.i.- 
bon copy Use the current date and 
your city as the location of that 
business. 

M uteri ill Required - 
Printed forms 

(541) Collect the following fo.’-ms in 
u.se either from an office of a manufac¬ 
turing concern oi a bank or an insu¬ 
rance company. Study these profor¬ 
mas for their use in youi office. 

A Purchase order 

B. Invoice 

C. T.A. & D.A. Bill 

D. Salary 
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Materials required: 

Relevant proformas 

(542) Fill in the T. A. Bill form of your 
employer, Shri Ram Kishan on the 
basis of the following information. 

Railway Ticket from Delhi to Cal¬ 


cutta Rs. 500/-, first class one way. 
Road-mileage 40 Km. @2/- per km. 
Hotel charges Rs. 50/- per day for 5 
days. DA. @ Rs. 49/- per day for 5 
days and Rs. 37/- per day for 3 days. 

Material required: 

T.A. Bill Form 


ANSWER KEY FOR OBJEYTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 

m 

Q 

eg 

B 

m 


m 

a 

B 

a 



B 


Q 



B: 

Key 

m 

D 

B 

B 

B 

B 

B 

B 

B 

a 

B 

B 

B 

B 

B 

B 

B 

B 


(507) 24 and 480 sheets. 

(508) 40 sq. ft. 

(509) A. Executive, 

B. Clerical 

C. Special Purpose 

(510) A. Availability of financial 

facilities. 

B. Availability of communica¬ 
tion facilities. 

(511) Periodic stock-taking. 

(512) Process layout. 

(513) Sales invoice. 

(514) Executive desc/Clerical desk/- 
Typist desk, etc. 

(515) Private office. 

(516) Stationery Issue Register. 

(517) A. They make clear as to what 


informationis to be gathered 
and communicated. 

B. There is no scope of any 
information to be left out. 

C. Facilitate use of multiple 
copies. 

D. Facilitate filing. 

(518) A. Centralized adrninistration. 

B. Use of Forms Receipt and 
Issue Register. 

C. Standardization of forms. 

(519) A. Tender 

B. Quotation 

C. Spot purchasing 

D. Buying from the supplier 

(520) A. Maximum supervision at 

minimum cost 

B. Smooth movement of 
personnel 

C. Smooth flow of letters and 
files 

D. Effective communication 
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(521) A. Seating 

B Placing the files and 
stationery 

C. Keeping the office machines 

D. Storage facilities 

E. Incieasing the efficiency of 
the office staff 

(522) A. Facilitates supervision 

B. I ncreases efficiency 

C. Does not interfere in the 
smooth flow of work 

(523) A. Roll stationery 

B. Interfold stationery 

C. Fanfold stationery. 

(524) Principles of — Use, Standar¬ 
dization, Centralised Control and 
Simplicity. 

(525) A. Faciliiate.s supervision 

B. Provides automatic check on 
attendence 

(526) Typist’s desk and chair: 

--Stationery cupboard 
—Filing cabinets 
— Office tables and chairs 


—Accountant’s counter with a 
slanting top. 

—Safe with cash box and books 
—Racks 
—Wall racks 

(527) A. Inefficiency in the office staff. 

B. Hindrance in the flow of. 
work 

C. Uneconomic use of the office 
space. 

D. Bad effect on the health of 
the staff 

E. Absenteeism and high staff 
turnover. 

(528) A. Adjustability of the .seat. 

B. Adjustability of the back 
rest. 

C. Padded seat and back rest. 

D. Light in weight and compact 
in size. 

(529) I Creation stage 

2. Utilization stage. 

3. Storage stage. 

4. Receival stage. 

5. Disposition stage. 



Objective Type Multiple Choice 

(543) The internai telephone system: 

A. connects one room with another 
room in the same business house 

B, connects one business house 
with another business house 

C connects one city with another 
city 

D. connects the District Head¬ 
quarters 

(544) The telephone was invented in: 

A. 1767 

B. 1777 
C 1867 
D. 1877 

(545) A dictaphone is used for: 

A. dictating on the telephone 

B. dictation direaly by the boss 

C. dictation indirectly by the boss 

D. dictating on the inter-com 

(546) Calculating machines can do: 

A. all sorts of computation 

B. all sorts of purchase 

C. all sorts of sales 

D. anticipate amount of profit 

(547) A cash register is a : 

A. register in which cash receipt is 
recorded 


B. register in which cash payment 
is recorded 

C. machine in which cash receipt is 
recorded 

D. machine in which cash payment 
is recorded 

(548) A time recorder is used: 

A- in big factories 
8. in small factories 
C when payment to labour is to be 
made on task basis 
D. at the time of departure of 
workers when payment is made 
on time rate basis 

(549) A typewriter is used because 
typewritten letters are: 

A. cheap 

B. impressive 

C. reliable 

D. valid 

(550) A Franking machine does not 
print: 

A. postal stamp 

B. Post Office seal 
C a slogan 

D. name of the printer 

(551) A Stapling Machine is used : 
A, to fasten papers 
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B. to punch papers 

C. to fold papers 

D. to put wax-seals 

(552) Which is not used as a labour 
saving device in business houses : 

A. Invoicing Machine 

B. Billing Machine 

C. Tabulating Machine 

D. Printing Machine 

(J53) A Private Branch Exchange 
(P8X) is essentially used to : 

A. communicate with persons in 
the same establishment 

B. to bring communications from 
outside through the telephone 
operator only 

C. to communicate freely 

D. to maintain secrecy 

(554) A person with a telephone 
waunng to send a telegram Quickly : 

A. has to visit telephone office 

B. has to fill the form 

C. can despatch a telegram through 
the telephone 

D. has to send a written message to 
the telegraph office 

(555) Which oneofthe following sys¬ 
tems would be most suitable for 
transmitting written messages quickly 
and accurately and also to get a prompt 
reply ; 

A. Telephone Message 

B. TelcK Messiigc 


C. Telegram Message 

D. Postal Message 

(556) To avoid forgery on a cheque, 
the equipment used is : 

A. sketch pen 

B. Cheque Protector 

C. a hand punch 

D. none of the above 

(557) For a hotel serving tea, coffee 
and snacks the following is the most 
appropriate equipment: 

A. Book Keeping Machine 

B. Postal Franking Machine 

C. Coin Sorter 

D. Addressograph. 

Very Short Answer Type 

(558) What is the function of a 
dictaphone? 

(559) What is the function of a 
Rotary Duplicator? 

(560) What is an automatic 
numerator? 

(561) Name the equipment used before 
inserting a letter in an envelope. 

(562) Name the method used by most 
offices in making out copies from a 
master copy, 

(563) Name three important instruc¬ 
tional office machines. 

(564) Name two important calculat¬ 
ing office machines. 
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(5()5) Name two iiuporlaat i ecoiding 
office machines. 

(566) Write the names of the machines 
which ; 

A. Inscribe postal stamps 

B. Make small holes in papeis 

C. Put down the date 

D. Put down the time 

E. Fasten papers 

F. Fold papers 

G. Put wax-seals 

Short Answer Type 

(5t)7) Name any four diifcrcnt 
methods other than stencil duplica¬ 
tors for taking out copies of a given 
matter. 

(568) Give any four aciN'antages of 
electronic typewriters. 

(569) Name any four objectives of 
mechanizing office services. 

(570) Name any four precautions to 
be taken before raechauizi/ig office 
services. 

(571) Name any four purposes for 
which addressing plates (oi Addres- 
sograph) are used. 

(572) Name any four types of 
equipment (other than postal P'rank- 
ing Machine) that can be used in a 
mail-room of a large orgamzaiion. 

(573) Name the punch card 
equipment. 


Work Assignments 

(574) The Accounting Department of 
Usha Fan Co. has prepared for the 
Sales Department a rough draft of the 
figure.s showing the company’s .sales in 
leading cities (Calcutta, Madras, 
Bombay, Delhi, Ahinedabad, Kan¬ 
pur, Agra, Ajnicr,, Chandigarh, Ban¬ 
galore) dming the first quarter ot the 
year. 

Calculate the totals of each city (use 
Calculating Machine) and type the 
table attractively on plain paper, mak¬ 
ing one original and four carbon 
copies. Use an Adding Machine to 
find totals. 

Mateiials required: 

A copy of the rough draft, a calculator, 
and an Adding Machine 

(575) Enumerate the steps you would 
take while cutting master stencil paper 
for making out copies of the Balance 
Sheet of your organization. You are 
required to keep one inner column on 
either sides of the statement. First 
prepare a rough draft and then cut a 
stencil and biing out 200 copies of it. 

Materials required ■ 

Necessary figures for the balance 
sheet Items; rypewnter; Brush to 
clean types; Stencil paper; Fluid ink 
bottle; Duplicator; Duplicating Paper; 
and Duplicating ink. 

(576) You are employed in the Sales 
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Office of a large organization with 
10,000 credit customers. S uggest how 
visible record and reference equip¬ 
ment could be helpful lo the depart¬ 
ment by preparing specimens of 
records. 

(No material is required) 

(577) You are a manufacturer of a 
popular consumer product and have 
large number of nstaikrs throughout 
the eoutilry. You pay a visit to an 
office where the sales ledger is already 
mechanized. Bring with you a few 
copies of mechamised ledger accounts 
which are not required there. Make a 
.specimen copy that will be suitable for 
your concern for the approval of your 
Accountant. 

(No material is required) 

(578) You are an Editor of a weekly 
jouroa! having more than 8,000 sub¬ 
scribes and 100 employees. With a 
view to reducing the work of writing 
addresses of the suberibers and pre¬ 
paring pay-rolls, your management 
desires lo install the Addressograph 
Sykem. How would you prepare 
address plates for the above two 

rf-purposes giving specimens of at least 
one under each. 

Materials required : 

Addressing plates, Embossing 
Machines, and imaginary addresses. 

(579) Send the following telegraphic 
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message through Thonogram’ to one 
of yoiir customers. M/s Chawla & 
Sons, 11/4, Chandnt Chowk. Delhi- 
llOOOfj. Telegissphic address is 
“‘C H ASONK G<X>r>S 

DF.SP,-\TC‘HEir 

— MODI BROS. 

Also prepare a draft of the confiKna- 
tory copy «f the above telegram. 
(Assume other Etwessary data.) 

Matert:ih rcqmred: 

Telephone', tekphone directory; type¬ 
writer; letter hcatl 

(580) After degoonstralion from the 
teacher, prsetia,', using the following 
labour saving devices; 

A. Guillotine 

B. Staple 

C. Siappimg Machine (large size) 

D. Shredding Machine (Record 
Destroying Machine) 

E. Binding Machine 

F. Dating Machine 

G. Collating Machine 

H. Franking Machine 

Material required : 

-All the above machines; papers, 
staples, etc. 

(58.1) You are the Office Superinten¬ 
dent of your college. Some union 
leaders came to meet the Principal 
while he was away from the office. 
The union leaders have a grievance for 
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ihe adniission policy ailoptcd b\ the 
college and want imnrovnicnts in 
other facilities. 

Have an interview with tiiem on the 
Principal’s behalf and tape record it. 
so that v/lien Principal comes, he can 
know the happenings in detail. 

Equipment required , 

A tape recorder. 

{582} Prepaie a proforma oi an 
incoming Fhorte-(.''a:l Register that 
can be kept in the Rcceplson Room oi 
an organization anti make not at least 
lour entries in it. 

Malcriala rcquir<xi: 

A blank register 

(583) On a Diy Photo-Copier make 
owt copies of the following doettments. 

A. Mark Sheet of a candidate — 2 
copies. 

B. Letter received from a customer 
— five copies. 

Materials required: 

Marks Sheet, a letter; Photo Copying 
Machine; Photo copying paper. 


(558) To record dictation. 

1 5.5y'f To bring out several copies. 

(560) Tuinipicss numbers consecut- 
i\ch', 

{5b!) Folding M achme. 

(562; Steacil Duplicating. 

(563) felephone, ihter-com. 
Dictaphone. 

(564) Ready Reckoner 

(.565) Book-Keeping Machine, Invoic¬ 
ing Machine, Billing Machine, Ca.sh 
Register, fabuiating Machine, etc. 

(566) 

A. Flanker 

B. Punching 

C. Date Stamp 

D. Time Recoidej 

E. Stapler 

F. Folding Machine 

G. Seuiing Machine 

(567) 

A. Typewriter 

B. Spinl Duplicator 

C. Printing 

D Lithography 
E. Photo Copier, etc. 


ANSWBl KEY mn OBJECTIVE AND SHORT ANSWER TYPE QUESTMB'iS 
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(568) Attractive typing, mcrciiscd sp¬ 
eed, more accuraciv, 11101 e copies, less 
drudgery. 

(569) 

A. Saving in time and laboui 

B. Accurate result 

C. Avoids inonotiiny 
I>. Fxonomical 

F. Contiol, etc. 

<5?0) 

A. Full utiliiiatioii of the capacity 

B. Comparative cost and speed 

C. Flexibility 

D Easy in operation 
F. Availability of spares and stat¬ 
ionery, etc, 

(57 I) 

A. Pieparingaddn, sses ol customers 
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and share-holders, etc 

B. Piepating details for Pay 
Pack^ets. 

C. Piepariug Form Letters. 

D. Preparing Credit Cards. 

E. Preparing Time Cards. 

(572) 

A Vlaii Scale 

B. Mad Inserter 

C. Stamp Aliixing Machine 

D. Sealing Machine 

h. fnselope A]‘Ji.xing Machine. 

(573) 

1. Punching Machine 

2. Punching card 

3. Verifiers. 

4. Re-producing punches. 

5. Soilers. 

6. Interpreteis. 



Unit XVI: Reception 


Objective Type Multiple Choice 

(584) In a big business house the role 
of handling callers is done by ; 

A. Security Officer 

B. Receptionist 

C. Liaison Officer 

D. Office Hostess 

(585) The most popular method of 
recording the names of important 
callers is: 

A memory of the secretary 

B. record on a separate paper 

C. record in the callers’ register 
D catalogue in a card index. 

(586) A receptionist is in an important 
position because: 

‘A she/he is the first person by 
whom the caller can judge the 
merits of a company 

B. she/ he can contact any person/ 
official in the company 

C. she'he has powers to fix 
appointments with the executives 

D all the above 

(587) Emergency visitors who airi\e 
without any appointment should - 

A be given an oppoi trinity to calm 
clown before meeting a nicmbci 
of the staff 


B. be told that they can receive 
attention only if they make an 
appointment in the proper way 
C be invited to wail in a convenient 
room while the receptionist con¬ 
tacts the most likely person to 
deal with the matter 

D. be taken at once to the manager, 
however busy he is 

(588) The best response to a visitor 
who expresses his appreciation of your 
service is . 

A "That is quite alright, Sir” 

B. "Bring a box of chocolate.” 

C. “You are very welcome. Sir.” 

D. “Good morning. Sir.” 

(589) While dealing with a customer, 
the behaviour of a receptionist should 
be such that will boost : 

A. the customer’s image 

B. the product’s image 
C the company’s image 

D. all the above 

(590) When the following people want 
1o meet the boss, simultaneously app¬ 
roaching the secretary, the fiist to be 
mtei viewed is 

A. a supplier ol law material 

B. a Trade Union leader 
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C. a customer 

D. a reason schoiai 

(593) When a customer approaches 
with a complaint, the receptionist sho¬ 
uld :« 

A. send him to the boss irnmediate- 

B. ask him to give the complaint in 
writing 

C. ask him to talk to the 5>oss 
through the intercom 

D. send him to ihedepartment deal¬ 
ing with the matter of t he comp¬ 
laint 

(592) On a hartal day, your office 
remains open for preparing the final 
accounts to be submitted to the share¬ 
holders in the ensuing General Meet¬ 
ing. Y our boss has gone out to d iscuss 
.some lelated matter with the company 
Auditors in the same city. A few 
leaders of a proces.sion in progre.ss on 
tlie road approaeli you and reque.st 
you to close the office. You will; 

A. close tise office immediately 

B. suggest to the officer next in 
command, to order closing the 
office 

C. consult your boss through the 
phone 

D. give .some excuse and sneak out 
for home 

Very Short Answer Type 

(593) What is expected of a recepti¬ 


onist when a caller enters the office? 

(594) Mention any two type of callers 
in an office. 

.(595) List any two qualities which a 
successful receptionist should possess, 

(596) Who is your employer’s official 
spokesman? 

(.597) What step is to be taken for 
cancelling an appointment with the 
boss? 

Short Answer Type 

(595) What entries should be made by 
a receptionist to register each caliei in 
the register of callers? 

(599) What should a receptionist do if 
a caller, out of soils, has come to reg~ 
isUn a personal complaint with the 
Managing Director of the firm with¬ 
out prior appointment? 

(600) Name any five responsibilities 
of a receptionist to the employer. 

(601) Should all calleis be tieated 
with the same degree of courtesy? 
Justify your answer. 

(602) What is meant by inside me.s- 
senger service and outside messenger 
service? 

Work As.«iignnients 

(603) As Shri Mahajan’s secretary, 
you are called upon to receive the 
callers who come to his office to see 
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him. Shri MahaQan has asked that you 
always find out the name of the caller 
and the purpose of the call before 
announcing the caller to him 

A caller comes in and asks to see Shri 
Mahajan but does not tell you who he 
is. You have not seen him before. 
After some questioning on your part, 
you find out that he is Shri Prem Pra- 
kash, the Delhi representative of the 
Godrej Furniture Company of Delhi. 
Their products have just recently been 
put on the maiket, and Shri Prakash 
wants to talk about a sales promotion 
plan with Shri Mahajan 

(a) Write down your conversai ion 
with Shri Prakash and v/hal 
you tel! Shri Mahajan over the 
telephone when announcing 
Shri Prakash, Shn Mahajan 
will see Shn Prakash in about 
five minutes. 

(b) What would you do if Shri 
Mahajan does not tell you he is 
ready to see Shn Prakash after 
the five minutes have elapsed? 

(604) K-umari Gargi, from the Acc¬ 
ounts Department, asks to see Shri 
Mahajan. She has some statistical 
data that Shri Mahajan asked for. 
You announce Km. Gargi to Shri 
Mahajan over the telephone, Shri 
Mahajan tells you to take the data and 
any further message Km. Gargi may 
have, as he is busy at the moment. 


Km Gargi says that there is no 
message regarding the data. She 
believes that all the information is in 
the papers that she leaves with you 

(a) Write down both sides of the 
conversation with Km. Gaigi 

, and your conversation with 
Shn Mahajan 

(b) What will you do with the 
papers Km. Gargi leaves with 
you -- keep them on ymn desk 
u il Shri Mahajan calls for 
them, put them vi/ith other 
materials that you intend 
calling to Shii Mahajan’s 
attention within a short time, 
or lake them to Shn Mahajan 
immediately'^ 

(c) On one of the call slips, record 
the result ot your conversation 
with Km. Gargi. This message 
IS to be attached to the papers 
left by her 

(605) A pedlar comes in and insists 
on seeing Shri Mahajan The rules of 
the office building are that no pedlar 
are allowed in the building 
without a permit When you refuse to 
let the man see Shn Mahajan because 
you know Shn Maha|an would not be 
interested, the man tries to sell you 
something. You finally get lid of him 
by asking to see hLs permit and telling 
him that the building regulations 
require that peddlers without permits 
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be reported to the security staff 
immediately. The peddler leaves. 

(a) Write down your conversation 
with the peddler, beginning 
with your refusal to let him see 
Shri Mahajan. Always 
remember, in cases of this 
kind, that courtesy should be 
shown in every action in the 
office. 

(b) If you had to put in a call to the 
security staff about this peddler, 
what would you say? 

(606) Shri Mahajan is interested in 
discussing further the matter of the 
new consignment of electric stoves 
about which he spoke to Shri Bose 
over the telephone. He asks that you 
write to the representative, Shri 
Harish Batra, Electric Products 
Corporation, New Delhi, making an 
appointment for next Friday at 10 
a.m. Enter this appointment on the 
appointment schedule and write the 
letter. 

(607) Complete the appointment 
schedule of Shri Mahajan for Friday, 
using the following data. 

Enter an appointment with Shri jai 
Swaroop Kapoor of the United 
Express Company, Bombay, for 4 
p.m. Friday. There has been some 
difficulty regarding shipments to three 
of the company’s distributors in 
Bombay—Lalchandra & Co., Johri & 


Co. and Lehri Brothers. Shri Kapoor 
wishes to discuss the matter with Shri 
Mahajan to make recommendations 
for improving deliveries. 

The General Manager of the company 
Shri J.K. Reddy has called a 
corifere^ce for 1.30 p.m. Friday. Shri 
Saxena, the accountant, will also 
participate. Some changes have been 
suggested for the organization of the 
Billing and Accounting Departments 
to facilitate handling of data between 
the departments. The General 
Manager has called the meeting to 
study the suggestion proposed. 

Enter an appointment of 3 p.m. 
Friday with Shri T.S. Chopra, of the 
Mail Equipment Company, who 
wishes to demonstrate some machines 
for use in the Mailing Department. 
These are designed to handle both 
incoming and outgoing mail with 
more efficiency. 

Enter a luncheon appointment at 
twelve O’clock Friday with Shri R.S. 
Chauhan, Manager of Rustamjee & 
Co., our Madras dealer. 

Place the schedule on the Office 
Manager’s desk. 

(608) As a receptionist you are faced 
by the following situations during a 
busy morning. Explain what action 
you should take in each case. 

(a) An important client from 
overseas is cut off by you. He 
was not ringing from his usual 
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office and the Sales Manager is 
furious. 

(b) The office boy is hit by a swing¬ 
ing door and his nose bleeds 
furiously. 

(c) The local police call in to check 
security arrangements in con¬ 
nection with their campaign. 
“Look out there is is thief 
about”. 

(d) The Mailing Department ask 
you to obtain postage stamps 
to the value of Rs. 100/-. 

(e) A parcel delivered by special 
messenger appears damp from 
internal damage. It also smells 
strongly, rather like petrol or 
lighter fuel. 

(609) A cassette, containing the iden-. 
tity of and questions from, 7 different 
kinds of callers, will be played to you. 
There will be a pause of 2 niinutes 
between 2 callers. You are required to 
write down what you would have 
spoken or done while dealing with 
each of those 7 callers in the given 2 
minutes, time. 

Caller No, ^ 

“Excuse me. I would like to meet your 
Managing Director”. 

Caller No. 2 

He arrives at 10 a.m. “I have an 
appointment with your Chairman at 
10.30 a.m.” 


Caller No. 3 

At 11.00 a.m. Mr. Sharma, a personal 
friend of your General Manager 
enters and greets you. “Good morning 
Miss Is your boss inside?” He 
proceeds towards the chamber at 
G.M. A meeting is in session in the 
chamber. 

CaUer No. 4 

At 12.30 p.m. A delegation from a 
charitable association seeking dona¬ 
tion, wants to meet your Chairman 
immediately. 

Caller No. S 

A furious client calls on you and he 
wants to meet the Sales Manager 
immediately; but the Sales Manager is 
out of station. 

Caller No. 6 

A caller who introduces himself as 
Mr. Bhargava wants to meet your 
M.D.; but he js reluctant to disclose 
the purpose of bis visit. 

CaUer No. 7 

Mr. Wilson a regular caller whom you 
know is a braggart enters wishing you. 
He wants to meet the Purchase 
Manager. He starts talking to you. 

Materials required 

(a) Pre-recorded cassette 

(b) A cassette player. 

(610) Make a secretarj^’s calender 
appointment page for March 11. The 
appointments and activities listed 
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below were scheduled in advance for 
that day. Write up all the items on the 
page in a brief but clear form. Your 
employer is Shri R.L. Srivastava. 

(1) Shri Srivastava made a lun- 

, cheon appointment at Qutab 

Hotel with L.N. Raizada for 
12.30 p.m. 

(2) A letter from S.T. Kanungo of 
Bhopal requested a 10 a.m. 
appointment, which was 
granted by return mail. 

(3) Official meeting, which Shri 
Srivastava must attend, is called 
for 3.15 p.m. 

(4) Shri T.K, Kaushik telephoned 
for an appointment and 
accepted your suggestion to 
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come in for a 20 minute, 
appointment at 2 p.m. 

(5) Shri Kanungo wrote that he is 
unable to keep the scheduled 
appointment. 

(6) Shn Tondon, Sales Manager, 
requested that Shri Srivastava 
come to his office at 9 a.m, for 
a meeting. 

(7) Shri Srivastava asked you to 
verify a 2 p.m. appointment 
that he believes he made with 
T.T. Handa. In as much as you 
have scheduled another 
appointment at 2 p.m., you 
called Shri Handa and arranged 
for him to come at JO a.m. 

Materia! required: 

Specimen appointment calender. 


ANSWER KEY FOB OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS 


Q.No. 
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C 

D 
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(593) The lecqitionist should greet 
hhn promptly, courteously, and by 
name, if possible. 

(594) Casual callers; Regular callers; 
Service calleri^ Important caUcr$ and 
complainants. 

(595) (i) Tact and discretion, 

(ii) Loyality, 

(iii) Hon^ty, 


(iv) RcUability arrf 

(v) ^4emo^y. 

(596) Secretary 

(597) Inform in advance. 

(598) The receptioni.sl should make a 
record of the name of the caller, bis 
business affiliation, the location of his 
bu-siness, the purpose of the call and 
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the name of the executive upon whom 
he is calling. 

(5^9) The receptionist should over¬ 
look the caller’s rudeness and should 
remain calm and courteous and should 
allow the caller to explain ail the 
details tjf his complaint and then 
decide if the complaint warrants the 
personal attention of his employer. 

(600) (i) To makethc caller’s relations 
with the firm pleasant and 
satisfactory. 

(ii) To acquire essentia! informa¬ 
tion from the calfcr. 

(Ui) To attend promptly to the 
request of the caller. 

(iv) 'f'o know his employer and 
his preferences. 

(v) To give his employer’s 
wishes first preference. 
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(601) All callers need not be treated 
equally. Treatmen., depends on the 
following: 

(i ) the importance of the client for 
the organisation. 

(ii) nature of work 

(iii) ‘Urgency 

(iv) availability of the Boss’s time. 

(v) the mood of the Boss. 

(602) Inside messenger service — a 
few examples: deUvering special mes¬ 
sages or parcek inside the company; 
assisting in the transfer of files. 

Outside messenger service — a few 
examples: messenger going out to get 
air tickets, getting blue-prints, draw¬ 
ings, copies, parcels; rendering 
recorded delivery of letters by office 
boys. 
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Objective Type Multiple Choice 

(61!) Job grading is in essence i 

A. analysing employees skills and 
putting them into suitable grades 
of jobs 

B. Grouping the workers according 
to the type of jobs they can take 

C. Differentiating the skilled from 
unskilled Jobs 

D. analysing jobs and putting them 
into suitable grades 

(612) The Flying Squad method of 
training means: 

A. the type of training given to the 
pilots oi the planes 

B. the type of training given to 
police personnel 

C. the method of training giving 
experience in all departments 

D. the type of training given before 
an employee goes to another 
department for work, 

(613) If an employee is transferred to 
take the place of another employee, 
who has gone on leave or has been laid 
off, the transfer is called; 


A. production transfer 

B. personnel transfer 

C. placement transfer 

D. versatility transfer 

(614) Standardization of salary scales. 
implies: 

A. one pay for all types of jobs^ 

B. same pay for the same grade of 
job 

C. averaging the pay received by 
the skilled and unskilled 
employees 

D. higher pay for the efficient and 
lower pay for the inefficient 

(615) Labour turnover indicates: 

A. stagnant labour force 

B. change in labour force 

C. mortality of labour force 

D. sales effected through labourers 

(616) The process of collecting and 
studying information relating to 
operations and responsibilities of a 
specific job is known as : 

A. job description 

B. job performance 

C. job analysis 

D. job satisfaction 

(617) To record workers’ attendance 
in a factory with more than 2000 
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employees, the following is an ideal 
system: 

A. by marking in the muster by 
employees themselves 

B. by marking the attendance by 
. the time keeper 

C. using an attendance card on 
time-recorder 

D. \ising a stop-watch 

(618) The Apprentice Act came in to 
existence in : 

A. 1947 

B. 1950 

C. 1961 

D. 1968 

(619) An employer can take work, 
continously in a day from his worker 
for not more than; 

A. 4 hours 

B. 4*4 hours 

C. 8 hours 

D. 12 hours 

(620) Employers are supposed to 
remit the contribution to the P.F. to 
the Regional Commissioner, latest 
by : 

A. 7th of the following month 

B. 15th of the following month 

C. 17th of the following month 

D. 20th of the following month 

Very Short Answer Type 

(621) What is the name given to the 
monetary/non-rhonetary rewards 


given in addition to the reqular wages. 

(622) Name the document a depart¬ 
ment would send to the Personnel 
Department when the former needs to 
recruit an employee. 

(623) What is a typing pool? 

(624) Name the document on the 
basis of which workers’salaries (based 
on piece-rate method of wages pay¬ 
ment) are calculated. 

(625) To whom is “Refresher” Train¬ 
ing is imparted. 

(626) Name the test through which an 
employee’s interest for the job is 
'tested. 

Short Answer Type 

(627) Name any five fringe benifits, 
generally given to employees. 

(628) What are the main advantages 
of on-the-job training? 

(629) What are the avoidable courses 
of labour turnover? 

(630) State various elements of job 
description. 

(631) What factors are kept in mind 
while deciding the salary-scales? 

(632) State the procedure for 
recruitment. 

(633) List out the effects of employees 
turnover. 

Work Assignments 

(634) You are required to interview 
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candidates for an advertised vacancy 
on your staff. In order to save time 
and to ensure that all essential ques¬ 
tions are asked and answered, draft an 
application form to be filled in by the 
applicants for the appointment. 

Material required: 

Employment News 

(635) Prepare a hist ory card of a sales 
officer aged 25 who began work in the 
office when he was 18, including any 
such information of a hypothetical 
nature as you imagine might arise in 
practice. 

Material required : 

Relevant details 

(636) Prepare a job description for 
the head of the Mail Department in a 
large organization, The department is 
respon.sible for thecollection and des¬ 
patch of incoming internal and out¬ 
going mail. 

(637) After a thorough investigation 
the management of Goodluck Co., 
Ltd., has come to the conclusion that 
the reason for fall in productivity of 
the workers is due to the absence of 
adequate rest intervals to the 
employees. State how you would 
organize and control rest periods for 
break for coffee, tea or the like within 
an office and the suitable lengths of 
time to be set aside for such purposes. 

(638) You have been appointed as a 


Personnel Officer in a big concern 
employing more than 100 persons. On 
the staff side you feel that the training 
they have already had is inadequate to 
enable them to occupy higher positions 
in future. Prepare a report for con¬ 
sideration by the Board, giving your 
views and suggestions on the type of 
training programmes that can be 
given to them. Analyse the costs and 
benefits of these. 

(639) Give a specimen time card of an 
employee, giving the time record for a 
complete week and where early depar¬ 
tures and late arrivals are marked in 
red. Give suitable rulings in older to 
show the gross wages, total hours 
worked, overtime hours, overtime 
allowances, etc. 

Materials required: 

Job card/Time recording card 

(640) From the following details of 
an employee prepare a Pay-roll giving 
all the details. 


Ticket No. 34357 


P.F. A/CNo. 570 


Days attended: 24 


Days on C.L.: 2 


Basic Pay : 

1080/- 

Washing Allowance 

11/- 

H.R.A. 

40/- 

L.T.A. 

30/- 

Other Allowances 

115/- 

P.F. 

110/- 

F.P. 

19/~ 



PERSOfJNi MANAGEMENT 


107 


Pro! Tax 15/- 

C.T-D. 30/- 

Rei'sel Fund !/- 

Canttxu 30/- 

Credit Society 324/ 20 


(64 J) Prepare an interview evaluation 
sheet under the following headings: 

(a) Personal Appearant^e (dress, 
manners etc.) 

(b) Technical Knowledge (acade¬ 
mic, application ol kriowiedge) 

(c) Communication (clauty, flue¬ 
ncy, appropriateness) 

(d) General suitability (experience, 
interest, family background) 

Fill in the abrrve form with the help of 
imaginary information in respect of 
three candidates. 

(642) A worker is absent for 10 days 
without giving any information to the 
organization and he has now come to 
work. Prepare a memo to be issued to 
him by the office. 

(643) In order to improve the morale 
of workers and to reduce the wage 
disputes, Gama Co. Ltd., the confec¬ 
tionery manufacturers, request you to 
supply them full details with regard to 


job grading. They further surest that 
apart horn the usual factoix the 
foilow'ing are to be given due 
consideration: supervision, initiative. 
Hlertne.ss, co-opcnilion and vision, 
Clicssify the jobs, grade them 
according to .the points secured. 

(644) Draft a general report on the 
system prevailing in the office of a 
company in w'hich you have been 
engaged for some years as Assistant 
Secretary when the following defects 
are known to prevail: 

(a) Lack of punctuality 

(b) Carelessness 

(c) Inaptitude of certain members 
of staff. 

Materia] required: 

1. Attendance Register 

2. Complaint Register 

3. Accident Register . 

4. AptUitude test materials 

5. Particulars gathered from 
employees through discussions 

6. Particulars relating to physical 
conditions 


ANSWER KEY FOR OBJECHVE AND SHORT ANSWER TYPE QUESTIONS 


Q. No. 
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(621) Incentives. 

(622) Personal Indent (Requisition). 

(623) An arrangement for versatile 

use of typists and typewriters. 

(624) Job Card. 

(625) Existing employees, 

(626) Aptitude test. 

(627) Fringe benefits (Any five from 

the following) 

(a) Vacation with pay 

(b) Leave travel concession (L,T.C.) 

(c) Feeding service 

(d) Life-Insurance 

(e) Retirement benefit 

(f) Medical facilities 

(g) Educational. 

(628) (a) The employee is trained on 

the job and at his work¬ 
place. 

(b) Enables the employee to get 
training under the same 
work environment with the 
same process, material and 
equipment that he will be 
ultimately using. 

(c) The responsibility of training 
is given to the immediate 
supervisor who knows 
exactly what the employee 
should learn to do. 

(629) (a) Bad working conditions. 

(b) Lack of proper amenities. 

(c) Lack of training facilities. 


(d) Lack of job .security. 

(e) Dissatisfaction with hours ■ 
of work. 

(f) Improper methods of 
promotion 

(g) Lack of retirement benefits. 

(h) Monotony of work 

(i) Strained relations with the 
supervisor. 

(j) Dissatisfaction w'ith the job. 

(6J0) (a) Title of the job. 

(b) Summary of the job. 

(c) Details of the w'ork to be 
performed. 

(d) Time taken. 

(e) Tools and equipment 
necessary. 

(f) Employee attributes 
required. 

(g) Working conditions. 

(h) Organizational relationship 
of the job (post). 

(63!) (a) Different scales for different 
catagories. 

(b) Sufficient to attract efficient 
staff. 

(c) For the sake of flexibility the 
minimum and maximum 
limits should be fixed, 

(d) Equal pay for equal work. 

(e) Easy to understand, 

(f) Overlapping of lower grades 
by higher grades should be 
avoided. 

(632) I Screening of applications.- 
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2. Calling for the test. 

3. Occupational ttsis. 

4. Psychological testing. 

5. Interview. 

6. Appointment. 

7. Training. 
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(633) 1. increase the cost of new 
recruitraeiit and training, 

2. intenuption in production. 

3. in creased loss due to wastage- 
spoilage and defects. 

4. additional preventive costs. 



Objective Type Mssitiple Choice 

(645) A programme which indicates 
the departure, afrival, places, days 
and dates of visits, etc. is known as: 

A. itinerary 

B. travelling schedule 

C. lour programme 

D. agenda 

(646) While on ar! official tour, an 
official is entitled to: 

A. pay and allowances, including 
DA. 

B, T,A. and D.A, 

C T.A. only 

D. D.A. only 

(647) A tour programme of a senior 
• officer/manager is required to be 

circulated to: 

A. his P.A, only 

B. his superiors only 
C his peon only 

D. all concerned 

(648) For going air from Delhi to 
Bombay, one has to ti^avel by a plane 
of 

A. Air India 

B. Indian Air line! I 

C. British Airways I 

D. a private air tmt!«|rt company 


(649) An c;fficcr/executive of an 
organi/atum entitled for travelling in 
the highest class of Railways would 
travel fe> ■ 

A. 'Second Gass 

B. First Class only 

C. IJ c:iaiss AC 

D AC I Gass ^ 

(650) For .reseri’ation/cancellation of 
a Railway ticket, the particulars 
required to be submitted are; 

A. name, age, sex and address 

B. name and sex only 

C. name and address only 

D. n«me only 

(651) For carrying domestic luggage 
and household goods on transfer from 
Jammu to Trivandrum the best avail¬ 
able transport would be; 

A, Goods T rain 

B, Road Transport 

C, Air Transpoxt 
p. Passenger Train 

(652) If one is unable to travel in a 
train on a reserved seat/berth, resei'va- 
tion can he: 

A. cimcelkd 

B, caoaot be cancelled 

C. adjusted for another dale 

D, neither cancelled nor adjusted 



TRAVEL AND 1 RAfiSPORT A fSON 


HI 


(653) For purposes of travelling 
allowance on tour, employees are 
'generally categorized in : 

A. Four grades 

B. Two grades 

C. Single grade 

D. No grades at all 

(654) The tour programme of an 
official is required to br approved by 
his: 

A. colleagues 

B. personal assistant of his senior 
officer 

C. superior tjfficer having the power 
to do so 

D. none of these 

(655) The iti nerary should not contain; 

A. dates and times of arrival and 

departure 

B- cities being visited 

C. methods and clas. of transporta¬ 
tion, times and airports/stations 
being used 

D. the numbers yoitr boss’s 
credit cards 

(656) Before writing or cadiiig to 
reserve accomodations lur a trip the 
information to be assembled is : 

A. the type of accomodation desired 
by the boss 

B. the date and approximate time 
the boss expects to arrive 

C. the class of travel desired 

D. credit card numbers if cards will 
be used 


Very Short Answer Type 

(657) What ts the other name given to 
a tour programme having all the rele¬ 
vant details of travel? 

(658) How many classes are there in 
the Indian Railway System without 
air conditioning facility? 

(659) What is the most comfortable 
means of travelling by road which is 
available no’w-a-dnys in a public trans¬ 
port network. 

(660) Which would be quickest motle 
of tiavelling for an outstation distant 
journey? 

(661) On which type of train will you 
have to pay the lowe?,! fate? 

(662) What is the thing in which all 
the papers connected with the trip arc 
kept together in one place? 

(663) What agency will you contact 
to know about the sight-.seeing of 
places near Bangalore, where your 
boss will enjoy a few days’ holiday 
besides his business,tour? 

(664) How much load can a single 
person take without any extra charge 
when he is travelling by : 

(a) train: (i) First Class (ii) Second 
Class 

(b) air economy class 
Short Answer-Type 

(665) What are the essential steps 
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required to be taken for the prepara 
tion of a suitable Tour Programme ? 

(666) Name the items of date and 
information needed for the prepara¬ 
tion of a tour programme. 

(667) What are the essential pre-re¬ 
quisites for a Railway Reservation? 

(668) What should be the important 
features of an effective and attractive 
Tour Note. 

(669) Which are agencies in the pub¬ 
lic sector engaged in large scale travel¬ 
ling and transportation in our country? 

(670) Wliat information will you re¬ 
quire for making transportation arra¬ 
ngements for your boss? 

(671) State the step.s of getting an 
A/C berth reserved in the Rajdhani 
Express from New Delhi to Bombay. 

(672) What information will you 
need for getting hotel accommodation 
reserved? 

(673) What is the significance of a 
Railway Platform Ticket? 

(674) What are the penalties for can¬ 
celling confirmed AC reservations 
under the following circumstances: 

(a) More than two day.s before the 
departure of the train 
(h) More than 6 hours but less than 
2 days before the departure of 
the train 


(c) 6hoursbcforeoi after the depar- 
tuie ol the train. 

Work Assignments 

(675) Prepare a tour programme of 
Mr. ‘X’ from Delhi to Bombay for one 
week. Take an imaginary date for the 
purpose. 

Material required: 

(i) Tour programme form 

(ii) a sheet of paper 

(iii) Pen/ball pen/Typewriter. 

(676) Get the reservations done for 
your officer and his family consisting 
of one daughter, two sons and his wife 
following the complete process of 
reservation. He wishes to travel from 
Delhi to Calcutta by Rajdhani 
Express. Select imaginary entries for 
this purpose. Also collect the Reserva¬ 
tion From from the nearest Reserva¬ 
tion Office/Station, 

Material required: 

(i) One reservation form 

(ii) pen/ball pen/typewriter. 

(677) Keeping all techniques in view, 
prepare an attractive Tour Note on 
behalf of your officer which is to be 
put up for the approval* of his senior. 
The officer proposes to visit Nigpur 
in connection with a seminar being 
organized by the Centre for Workers 
Education. Give your fair and frank 
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views for the justification of the visit. 
Material required: 

(i) One note sheet 

(ii) pen/ball pen/typewriter. 

(678) Fill up the form obtainable from 
the Booking Office of the lAC for a 
flight from Delhi to Srinagar. The 
information and other particulars for 
the purpose maybe imaginary. 

Materials required: 

(i) The necessary form 

(ii) pen/ball pen/type-writer. 

(679) (I) Make a list of all the impor¬ 
tant stations falling on the route while 
going on a Journey by train from : 

(a) Delhi to Bombay 

(b) Calcutta to Bombay 

(c) Bombay to Jammu Tawi 

(d) New Delhi to Madras 

(e) Jammu Tawi to Kanya Kumari 

Materials required: 

(i) Railway Time table / Rail Route 
Map 

(ii) Sheets of papei 

(iii) . pen/ball pen/typewriter 

(II) In an outline map of India, 
indicate the air routes for the following 
stations : 

(a) Delhi to Guwahati 

(b) Bombay to Srinagar 

(c) Madras to New Delhi 

(d) Nagpur to Chandigarh/Shimla 

(e) Kashmir to Kanya Kumari 
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Note: To answer these questions, the 
shortest straight routes should be sel¬ 
ected. The use of Railway, Airways 
maps is allowed. 

Materials required: 

(i) An outline map of India with air 
routes 

(ii) A pointer. 

(680) Prepare a tour programme of 
the Director, National Council of 
Educational Research and Training, 
(NCERT), New Delhi, taking the fol¬ 
lowing information into considera¬ 
tion. 

“He leaves New Delhi on Friday 
9th August, 19...-(cuirent year). Re¬ 
aches Bombay in the evening. After 
attending a National Seminar on Ed¬ 
ucational Resources, proceeds to Ba¬ 
ngalore on Monday to preside over a 
meeting being held to consider prob¬ 
lems facing the implementation of the 
programme of Vocationalization of 
Education. Thereafter, he goes to 
Madras to have a meeting with the 
State Education Minister arranged to 
discuss the highlights of the 10+2 
Pattern of Education. He is to be at 
Bangalore for two days and at Madras 
for one day. He returns to Headquar¬ 
ters on Friday the 16th August. The 
mode of travelling for all the places is 
by air.” 

Materials required: 

(i) Tour Programme 
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(u) sheets of paper 

(iii) pen bai!/pen/typewriter. 

(681) Your Manager who is going on 
an official tour for ten days to l-uck- 
now, Kanpur, Allahabad, Calcutta 
and Shillong leaves Headquarters at 
Delhi on the 10th of next month. He 
has programmed to stay for two days 
at each station mentioned above. 

Prepare his tour programme for cir¬ 
culation to the concerned departments 
of your organization. 

Materials required: 

(i) Tour Programme Form 

(ii) sheets of paper 

(iii) pen/ball/pen/typewriter. 

(682) Prepare a copy of the tour pro¬ 
gramme of your officer from I5lh to 
25th October, 19.... (current year) 
who will be leaving the Headquarters 
on the 15th for Calcutta with halt at 
Aligarh on the 16ih, He will be at 
Allahabad from (7th t4> 20lh for 
attending a conference, will proceed 
for attending anothei meeting at 
Patna on the k4 and wvl! return to 
Allahabad oiithe^lid, will proceed to 
Calcutta on 24th morning. Attend tt» 
the business and return by train to 
Delhi on the night of the 25th. 

Mmeiials required: 

Tour Programme, form sheets of 
paper, pen/ball pen 'typewriter. 

(683) Explain the whole exercise when 


as PS to the Managing Director of 
your organization, you are directed to 
get a seat reserved in the first available 
night from Delhi to Bangalore. From 
where will you get the necessary infor- 
iriatuHi and what steps will you take 
to do the job? 

Materials required: 

(i) Air Reservation Form 

(ii) Telephone 

(iii) Telephone Directory 

(684) Prepare, study and practice on 
the following; 

(a) A check list for the tour 

(h) A check list lor the meeting/ 
conleience 

(c) Reservation/Booking by air, 
rati, road and international 
flights. 

fd'l Air f ravel (hiide. RailwayTime- 
1 able. 1 eicphoncDiieciory and 
other Oral C’ornnumieation 
Sysicms 

Materials required: 

(i) Sheet of paper 

(ii) pen/ball pen/typewriter 

(lit) Telephone Directory 

(iv) Air Travel Guide, Railway 
Time-Table. 

(v) Reservation form for air and 
road journey 

(vi) Air Travel Guide, Railway 
Time-Table, 

(685) The Dean Academic, Dr. R.C. 
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Malhotra plans to fly' to Bombay on 
July 20th, to conduct an Orientation 
Programme for Heads of Higher 
Secondary Schools and Officers of the 
Department of Education, Maha¬ 
rashtra on 10+2 pattern of education. 
Flight No. IC 186 takes off at 4.55 
p.m. and reaches Bombay at 6 p.m. 
He stays there from 20th to 23 July. 

He flys: from Bombay to Hyderabad 
on 24th July by Flight No. IC 119. The 
departure time from Bombay is 1 p.m. 
and arrival time at Hyderabad on the 
24th is 2.30 p.m. to attend the meeting 
of the Education Secretaries and 
Directors of Education. He will leave 
Hyderabad for Delhi by Flight No. iC 
484 at 4.25 p.m. on the 25th. The 
scheduled time of arrival is 6.30 p.m. 
on the same day. 

Prepare a tour programme. He desires 
to stay at the Hotel Taj Mahal during 
his stay in Bombay. Send a telegram 
to the Hotel for room reservation. 

Materials required : 

(i) Tour Programme 

(ii) sheets of paper with Carbon 
papers & Directory 

(iii) pen/ball pen/typewriter 

(iv) Telegram form/ Telephone along- 
with the Bombay Directory or 
dairy where telephone nos. are 
written. 

(686) You have been transferred to 
the General Manager’s Office to 


substitute for his P.A. Shri Mehta is 
also leaving next week on Monday to 
visit the branch offices of your 
company. His P.A has left notes 
regarding his itinerary. You are. to 
type the information in proper form. 

Monday: Leave Delhi at 8.15 a.m. 
by Indian Airlines. Arrive Bombay 
10.15 a.m. Hotel reservations at Bom¬ 
bay. Meet Shri Ram Chandran 11.30 
a.m. Conference Bombay Office 2.30 
p.m. Dinner with sales representatives 
7 p.m.. Hotel Taj Mahal. 

Materials required: 

(i) Sheets of paper 

(ii) Carbon paper 

(lii) erasure chemical fluid or paper 

(iv) typewriter 

(v) Telegram form 

(vi) Telephone and Directory along 
with Directory of Bombay or 
dairy where telephone nos. are 
noted. 

(687) Prepare a handy reference list 
of Bombay local trains and buses. 
Type the information on a paper for 
the use of your employer. 

Materials required: 

(i) local train time-table of Bombay 

(ii) local city bus time-table of 
Bombay 

(iii) sheets of paper 

(iv) carbon papers 

(v) erasure/chemical fluid or paper 

(vi) typewriter. 
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ANSWER KEY FOR OBJECTIVE AND SHORl ,\NSWER 1 VPE QUESTIONS 
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(657) Itinerary 

(658) 1st and 2nd Class 

(659) Delux Video coach with AC 

(660) Air 

(661) 2nd Class unreserved passenger 
train 

(662) Trip Folder 

(663) Tourist Office 

(664) (a) (i) 50 kg. 

(ii) 35 kg. 

(b) 20 kg. 

(665) (a) Personal details 

' (b) 'Dates of the trip 

(c) Location or places to be 
visited 

(d) Class and mode of travel 

(e) Purpose 

(666) (a) Time of departure and 
arrival 

(b) Date of departure and arrival 

(c) Places to be visited and halts 

(d) Purpose of tour 

(e) Time and dates of return 

(667) (a) Personal data viz. name, sex, 

age and address, seats/berths 
' required. 


(b) Date of journey 

(c) Name of the train and its 
departure time. 

(d) Class of travel. 

(e) Reservation well before the 
commencement of the tour. 

(668) (a) Exactness and accuracy. 

(b) Full detail of tour programme 

(c) A well defined ' prepared 
itinerary. 

(d) Correct planning and 
scheduling, 

(669) (a) Indian Railways.' ' 

(b) Indian Airlines. 

(c) Public transport systems. 

(670) (a) Your Boss’s telephone 

number. 

(b) The dates of the trip and the 
time of the first appointment 
on your boss’s schedule. 

(c) The location or locations to 
be visited 

(d) The class of travel desired. 

(e) Special connecting trans¬ 
portation service desired e.g. 
car rental 

(671) (a) Fill in the reservation form. 

(b) Send a person to the Reser¬ 
vation Office with the reser- 









TRAVEL AND TRANSTORTATION 


117 


vation slip to bu.y the tickets, 
(c) Get the ticket anil pass it on 
to the concerned officer. 

(672) (a) The type of accommodation 

desired by your boss. 

(b) The date and approximate 
time your boss expects to 
arrive. 

(c) The probable date of your 
boss’s departure. 

(673) Railway platform ticket is a 


permit available at low cost for those 
who want to see off or receive the 
persons travelling by train. A person 
without a ticket may be prosecuted. 

(674) (a) Rs.S 

(b) 20% with a mimmum amount 
of Rs. 24 and maximum of 
Rs. 48'. 

(c) 30% with a minimum of Rs. 
36 and a maximum of Rs. 
72. 



Objective Type Multiple Choice 

(688) The record containing the dis¬ 
bursement of small and routine ex¬ 
penses in an office is known as : 

A. account book 

B. day book 

C. petty cash book 

D. payment ledgei 

(689) The primary document which 
evidences payment <n an expense is 
called ; 

A. invoice 

B. cheque 

C. pay irig-in slip 

D. voucher 

(690) When an amcmni is received by 
a person, the cost of the revenue 
stamp affixed on the receipt must be 
borne by the : 

A. payee 

B. person making the payment 

C. bank 

D. enterprise 

(691) The document issued lot the 
amount received is known as : 

A. bill 

B. receipt 

C. invoice 

D. acceptance 


(692) The quickest method of 
remitting money through the Post 
Office is ; 

A. mail order 

B. postal order 

C. money order 

D. telegraphic money order 

(693) A statement of estimated expen¬ 
ses or income is called : 

A. budget 

B. receipt and payment A/C 

C. income and expenditure A/C 

D. cash book 

(694) A postal order is encashed from: 

A. treasury 

B. post office 

C. bank 

D. debtor 

(695) A cheque writing machine is 
also known as: 

A, Co into meter 

B. Protectograph 

C Franking Machine.. 

D, Mimeograph, 

(696) The amount handed over to the 
petty cashier by the chief cashier to 
meet the petty expenses is called : 

A, float 
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B. advance 

C. fund 

D. suspense 

(697) An ordinaiy postal order must 
be encashed within; 

A. 3 days 

B. a year 

C- 3 months 
D. 6 months 

(698) Revenue stamps must be affixed 
if the amount exceeds Rupees 

A. 20 

B. 50 

C. 100 

D. 150 

Vary Short Answer Type 

(699) Suresh, one of the members of 
the staff in your office where you are 
the petty cashier, requests you to 
advance a sum of Rs. 50/- towards 
some authorized office expenses which 
cannot be ascertained in advance. 
You pay him the amount. Name the' 
document that Suresh is required to 
sign before he receives the amount 
from you. 

(700) In an office on every first day of 
the month the petty cashier is re¬ 
imbursed the actual amount spent by 
him, so that he can start the month 
with the same balance as in the 
previous month. Name the above 
system of petty cash keening. 


(701) When you deposit money in a 
bank, you have to fill a form contain¬ 
ing a foil and a counter foil. What is 
this form known as ? 

(702) As a cashier you happen to 
receive a cheque from a party, wherein 
on the left hand top corner of the 
cheque you find the name of another 
bank within the two parcMlel lines 
draw'n diagonally. Whai kind of a 
cheque is this ? 

(703) A cashier maintains a cash 
book with bank columns. When an 
amount is deposited in the bank it is 
entered on both sides of the Cash 
Book. What are these entiies known 
as? 

(704) Rs. 25 - have been paid for 
stationery. In w'hich column should 
this transaction be entered in the 
Petty Cash Book? 

(705) A cheque is crossed as follows: 
What sort of crossing is it? 

(706) Name the issuing authority of a 
One Rupee currency note. 

(707) Mention the type ot discount 
allowed to a debtor at the time of 
payment. 

(708) Name the account to which the 
amount recovered on account of bad 
debts is credited. 

Short Answer Type 

(709) Why is a money order preferred 
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to a postal order for remitting small 
sums of money. 

(710) The Cash Book bank balance 
does not tally with the Pass Book 
balance. Give any three reason.s for 
the same. 

(711) Payment of a large sum of mo¬ 
ney is generally made by means of a 
cheque of bank draft. Give any 3 
reasons for the .same What will you 
look for, on the face of the cheque 
pertaining to its validity? 

(712) When you deposit money in a 
bank you have to fill a pay-in-sUp. 
Give any three uses of this form. 

(713) Why should you not blindly 
accept a cheque from your customet 
and issue a receipt? 

(714) What are contra entries? 

(715) Under what arcumstanccs can a 
cheque be dishonoured? Mention any 
five. 

(716) What precaution should be taken 
while examining the genuineness of 
currency notes? 

(717) How are soiled and torn currency 
notes exchanged with new onc.s? 

(718) What precaution should you lake 
to avoid possible fraud in cash? 

Work Assignments 

(719) Listed below aie the names of 
some office machine.s. Select from 


among them those which are used in 
the Cash Department of an office. 
Make a tabular presentation showing 
the use. brand names, and approximate 
co.st of those machines. 

(a) Protectograph 

(b) Table Calculators 

(c) Cash Register 

(d) Mimeograph 

(e) Micro Processor. 

(f) Ultra-Violet Rays Machine 

(g) Tabulating Machine 

(h) Dictaphone. 

(i) Franking Machine 

(j) F'lexo Writer. 

Material required: 

(i) List of manufacturers 

(ii) Catalogue of office machines/- 
eiquipment along with prices. 

(720) Contact an experienced Cashier 
of a bank in your local area and find 
our the ways and mean.s to detect 
counlcifeil currency. List them in your 
work book. 

Material required: 

List of counterfeit currency notes 
issued by R.B.l,* 

(721) Study the following properly : 
Canara Bank balance Rs. 10.742.85 
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Bank of hidia overcliali Rs 2,468.30 

Opening caih balance of the day. R.s. 
600.00 

Cash collection up to 1.00 p.m. Rs. 
8,038.45 

A cheque drawn on Canara Bank for 
Rs. 15.800 is issued to Mr. Dinesh and 
anotiier cheque for Rs. 1600 drawn on 
Bank of India is issued to Babu LaL 
Both these cheques are sure to be 
presented today but these have not 
been accounted yet 

Wages paid duringthe day Rs. 3.400.00 

As a cashier, you are given full 
authority to deal in any manner so 
tliLii cheques issued by the firm aie not 
di*Nhonoured. What would you do in 
the above situation'? 

Enter the transactions arising out of 
youi action in the Cash Book Canara 
Bank a/c. Bank of India a/c and 
balance them. • 

You should take the following into 
consideration. 


(il Canaia Bank does not permit 
o\ end raft and insists on a 
minimuin balanceot Rs. 500 - 

(ii) Bank of India limits the 
overd raft facility to Rs 5000 i 
Assume that you use the same 
to the full extent. 

(ill) Banking hours arc up to 2.00 
p m. 

(iv) Cash transactions of the office 
are closed at 1.00 p m. 

(v) A cash balance of Rs. 600/-is 
to be maintained in the office. 

Material required: 

Cash Book 

(722) The Head, Department of 
Teachers Education, NCERT gets an 
imprest money of Rs 50;- as 
permanent advance for incurring the 
petty expenditure of the department. 
During the current month he has 
utili7ed a part of the amount detailed 
below 


Date with Article Quantity Amount 

current 

month 


01 

Table Glas^ 

1 

4,00 

06 

Rubber Stamp 

2 

4.00 

09 

Petrol for Jeep 

4 Lit. 

16.00 

15 

Taxi Charges 

— 

5.00 

23 

Local (Telephone) 

2 

4.50 
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Prepare details of vouchers and 
covering note. 

Material required : 

Proforma of vouchers and covering 
note. 

72.1 Messrs. Dhariwal & Sons has 
requested your liitn to draw on them 
B/E for the amount of their past due 
account Rs. 1370.50, today, a thirtyday 
sight draft. 

Material requited: 

Proforma of B/ E. 

724. An incorrect invoice has been 
received in the branch. The Branch 
Manager has given you the following 
instructions. “Send this invoice back 
to the main office. Tell them they have 
made a mistake. Tell them what the 
trouble is and ask them to, send us a 
correct bill. Also, tell them what the 
difference is in the total; if there is a 
difference sign my name.” 

Write the letter; make one carbon 
copy. Assume that you return the 
original invoice by attaching it to the 
original of your letter. Indicate the 
number of enclosures. 

Material required : 

A copy of the invoice. 

725. From the Accounting Depart¬ 
ment, you will go to the Billing 
Department to assist for a few days. 

Type invoices for the following orders. 


A.Shume that the date is .lanuary 12. 
Make one original ami one carbon 
copy of each invoice. Do not forget to 
allow the trade discount of 15%from 
the total amount of each insoice. 


(a) Shri K.L. Wali, 35 Juhu, 
Borhbay Invoice No. 731 


100 Waste paper baskets 
120 Desk pads 

60 Chair cushions 
40 Desk trays 
100 File folders 


at Rs. 10-50 
at Rs. 12-80 

at Rs. 22-50 
at Rs. 11-75 
at Rs. 1-95 


(b) Shri Chhote Lai, 26 Chandni 
Chowk, Delhi Invoice No, 
732 


12 Desks per set @ Rs. 14-25 

100 bo.Kes medium pencil @ Rs. 100.00 
10 Stapling Machines (® Rs. 12-50 

(c) Ajanta Departmental Stores, 
20 Mahatma Gandhi Road, 
Ranchi, Invoice No. 733 

100 Typewriters ribbons @ Rs. 20-00 

120 Standard fountain pens. @ Rs. 10-00 

Material required ; 

Printed invoice forms 

726. Hari Lai & Sons, Athwa Lines, 
Surat (Gujarat) received 6 Usha sewing 
machines instead of the five he ordered 
and has returned one for credit. The 
receiving department reports the rctum 
of the machine in good condition. 
Make out a credit Note. The price of 
the machine is Rs. 500/- on which he 
will receixe a discount of Rs. 50 
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Give them credit also for the prepaid 
expenses which amounted fo Rs. 35/- 
Matcrial required: 

Credit Note Form 

727. This is the time of month when 
statements of accounts are serst to 
your customers. You are to assist in 


the typing of the statements. Here are 
two accounts taken from the ledger. 
Type statements for these accounts. 
Make one carbon copy of each. 
Itemize the debits and credits and 
show the balance still due. Use a 
calculating machine if possible. 


K.P. Lehri 

; L-51 Malviya Nrjgar Market, New Delhi 


Debits: 

Jan 2, 

Jan. 19, 

Rs. 407-00; 
Rs. 300-20,' 

Jan. 17, 

Jan 23, 

Rs. 470-50, 
Rs. 240-40 

Credits: 

Jan. 16, 

Rb. 250-00, 

Jan 20, 

Rs. 650-00 

Mohan Lai & Brothers, 51 Vikram Road, Uijain 


Debitsc 

Jan. 6, 

Jan. 27, 

Rs. 250 .30, 
Rs. 750-30 

Jan. 12, 

Rs. 480-40 

Credits; 

Jan. 9, 

Rs. 320-50; 

Jan.23, 

Rs. 160-00 


Materials required: Statement of Account Form 


728. Price lists are topedintheBilling 
Department, on the basis of figures on 
incoming invoices. In typing these 
price lists you may refer to the code 
shown below. Cost figures are usually 
.shown in code, so that acustomerwho 
happens to see a price list will not be 
able to a.scerlain the price the store 


paid. On these price lists, although 
costs figures are shown in code, selling 
prices aie shown in plain figures. 
CODE (Used by vour firm) : 

HUNTER WALl 
1 23456 7890 
A cost of Rs. 15-90 would, there¬ 
fore, be shown asH £ — LI 


Price List Cost per price Sell 


Shirts long size 

Rs. 80-00 

Rs. 90-00 

Shirts medium size 

Rs. 60-50 

Rs. 75-00 

Shirts small size 

Rs. 40-80 

Rs. 55-50 

Blouses long size 

Rs. 30-50 

Rs. 45-00 

Blouses medium size 

Rs. 20-30 

Rs. 32-50 

Blouses small size 

Rs. 15-20 

Rs, 24-80 


Materials required .Printed form of price list 
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(729) Collect the dilferent types of 
forms used in a bank and mount them 
on a specimen book. Fill in the 
necessary details. 

Materials required: 

Various fonns used in a bank 1 

(730) Make a Ready Reckoner for: 

(a) Money Order commission from 
Rs. 100 to Rs. 1000 

(b) Dearness allowance at the fol¬ 
lowing rates. 

Basic Pay up to D.A. rate 

Up to 300 55% of Basic 


r» 

10 

Purchased 
typing paper 

Rs. 4-50 

^9 

15 

Paid for stationery Rs. 6-00 

•a 

16 

Paid lor rickshaw 
charge 

Rs 12-00 


25 

Paid taxi hire 
for the Sales 
Manager 

Rs 20-00 

n 

28 

Tcd and tips 
to pLon 

Rs. 1-50 


31 

Paid Krishna 
against his A/C 

15-00 


31 

Bough' Stamps 

2-50 


301 to 500 45% of Basic 

501 to 700 30% of Basic 

Make the same for multiples of 25/- 

Materials required: 

Rate structure of commission and 
D.A. 

(731) Write out an analytical Petty 
Cash Book maintained on imprest 
system from the following transac¬ 
tions, 

January t, Issued a cheque of Rs. !00/- 
for petty ca,sh. 

2, Paid electricity Rs. 3-25 
cxpen.se.s 

4, Paid Trunk Call 

charges Rs. 2-50 

5, Paid for ref¬ 
reshment Rs. 3-00 

6, Paid for cartage Rs. 1-25 

8, Paid for prinung Rs. 3-75 


Materials required: Nil 

(732) The following are the tramsac- 
lions of a particular day. Figures 
given in brackets denote the denom¬ 
ination of currency. 


Opening 

Bunk. 

4374-15 

Balance 



Cash 


1017-80 

{Denomi¬ 
nation No.) 



100x2 

200-00 


50 X 6 

300-00 


20 X 14 

280-00 


10x7 

7«-00 


5 X 24. 

120-00 


2x8 

16-00 . 


1 X 19 

19-00 


Coins 

12-80 


Cheques 

1017-80 

3900-00 

(b) Received a crossed cheque from 

Mr. ‘X’ 

a customer 2900-00 
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(c) Paid for Stationery 45-80 
10 X 4 - 40-00 

5x1 = 5-00 

coins 0-80 • 

.45-80 

(d) withdrew from Bank fo^ office use 


100: 

s 30 = 3000 


3000-00 

(e) 

Cash sales 


915-70 


10x90 

“900 



2x7 

“ 14-00 



coins 

1-70 




915-70 


(1) 

Paid to‘C’ 




by cheque 




on a/c 


7200-00 

(g) Received a credit 


advance from tho»Rank 


informing of a dim 

ct deposit 


of Rs. 

4200-00 


4200-00 

(h) Advance to tiie 

petty ca- 


-.sher 



100-00 


100 X i 


(i) Deposited in 
the bank 
100x4 

50 x 4= 200-00 

Paid salary 
to staff 
100x26 
5x8 
Coins 


0-009 
= 400-00 


= 2600-00 
40-00 
-90 


2640-90 

It is the practice of the firm to deposii 
in the bank only the cheques received 
on the previous day. 

From the above, write up a cash book 
and find out the closing balance of 
cash and bank. 

Also show the break up of denomi¬ 
nation of closing balance as given in 
the case of opening balartce. 


ANSWEH KFV t OK OSUiATIVt AND SHORT ANSWER rYrEQC6.S1U)NS 


0. So 


693 

694 

__i 

695 


Key 




mm 



(699) Cash in hand voucher, (703) Contra entries. 

(700) Imprest - Syslctn of Petty (704) Stationery Column. 

Cash Book, (705) General Crossing. 

(701) Pa.v-in~.slip. (706) Ministry of Finance. 

(702) A specially crossed cheque. (707) Cash Discount. 
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(708) Bad Discount. 

(709) (a) It is cheap; 

(b) No need of sepcrate 
envelope; 

(c) Payment is made at the door 
of the payee 

(d) Acknowledgement is received 
by the sender 

(710) (a) Cheques deposited but not 

realized; 

(b) Cheques issued but not pres¬ 
ented for paymerti; 

(c) Bank charges debited by the 
Rank rsot accounted for in 
the Cash Book; 

(d) I merest allowed by the Bank 
but not shown in the Cash 
Book. 

(711) (a) There is a double proof of 

payment. 

(b) It is also required under the 
Income Tax Rules, i.e., if 
payment exceeds Rs. 10,000/- 

(c) Convenience in remittance 
and collection. 

(712) Uses 

(a) Counterfoils act as an acknow¬ 
ledgement by the Bank of the 
receipt of the money 

(b) Can be usfxi as supporting 
voucher for accounting 

(c) Bank makes entries in the 
account on the basis of the 
same 

(713) (a) Date must be checked, 

should not be anlidated. 


(b) Any overwriting, alteration, 
etc., should be counter 

by the drawer 

(r t Am? Mtnit in wm'd*: and figures 
Nhould trtKy. 

(714) (a) These are made in a three 
column Cash Book when 
both bank and enlerpri.se are 
involved in a transaction 

(h) Ttitrscs arc made simultane¬ 
ously on the debit side as 
well as credit side of cash 
hook 

(c) 8f hunk colmnn is debited, 
the office column is credited, 

(d) T tear eiifries are not po,sted 
in the ledger. 

,(7!5)(a) C’tittiKgand overwriting 

(b) Diifcrence in words and 
figures 

(c5 Lack of tmfllcienl fund.s. 

(d) l-"otgcd signature.s 

(c) Toiin .und mutilated 

(716) (a) Should not be mutilated and 

torn 

(b) Should not be soiled 

(c) M uat bear the water mark of 
the National Emblem 

(d) Currency notes of Rs. 5 and 
above must have a thread 
nwk 

(e) Compared with the list of 
forged notes issued by the 
Reserve Bank of India. 

(717) (a) Prepare a list, of such notes 
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(b) Present attheprope®' counter 
of the Rfil/SBI 

(c) Receive the new notes. 

(718) (a) An iron sale 

(b) Two keys v/ith two different 
responsible peopfe 

(c) Fidelity insurance of the 
person handling the cash 

(d) Cash in hand should not 


exceed the minimum amount 
decided. Surplus should be 
deposited in the Bank 

(e) Payments of large amounts 
should be made through 
crossed cheques 

(f> Two or more persons should 
be involved in the process of 
receipt of cash. 



Ohjfctne Type Multiple Choice 

A Nan in.sliliuion uhich 

051 !\ 

A. rcixi'.c nioiie\ 

B nau mono\ 

C u'l'oiNev, pa\'=; laui lends mone) 
!'). lends niosiey 

(734) Ctdleciionofmone} by the bank 
!s entered; 

A. on the debit side of the pass 
hook 

B. on the credit side of the pass 
book 

C. on the debit side of the cash 
book 

D. on the credit side of the cash 
book 

(735) A time barred cheque is called ; 

A. anti-dated cheque 

B. post-dated cheque 

C. order cheque 

D. state cheque 

I 

(736) Bank rate isthe amount allowed: 
A- by the Reserve Bank to other 

banks 

B. by the commercial banks to thei r 
branches 

C. by one commercial bank to its 
V customers 


D. by the (ii)\ernmciu in the banks 
(737j A cusuin'.ci is a pci son 

■\ uii'C' .;pcns an accinuil with a 
ha*’’.. 

B who 'S'CV to a bank dail\ 

( . V,'th V h(/-n tiiebankci has some 
tv-M’lit: and lorinall/cd banking 
hnsuH’ss 

n. who iv an employee nl the hank 

(738) A cheque is an unconditional 
writteii order to pay a specific amount: 

A. by a banker 

B. by a pci son 

C. by the drawer of the cheque 

D. by the Government 

(739) Amounts from fixed deposits 
can be withdrawn: 

A. daily 

B. twice in a week 

C. at the expiry ofthe fixed deposit 
period 

D. yearly. 

(•740) A bank draft is a: 

A. cheque drawn liy one bank on 
us outstation biiinch 

B. cheque draw n by .,i tiisiomer on 
a bank 

C. cheque drawn by the Govern¬ 
ment on a bank 
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D. cheque given bv a company to 
another compaiiv. 

(741) Fndorseraeiit ineuns to ' 

,\. 'Ugn on the lace of the cheque 

B. "^ign on the back of the cheque 

C Mgn on the top oi the cheque 

i) Mgn nowhere on the cheque. 

(742) A traveller’s cheque is an ins- 

iiumcnt: 

A. issued by ubaiA for the comc- 
nicnco of traveUers 

B i.ssued by a bariK to a ciistontcr 
o[ a bank only 

C issued by a bank to a fotcigners 
only 

D. issued by a bank to known per¬ 
sons only. 

('^43) A salie'deposit locker is a place : 

A. where a customer can earn in¬ 
terest on his deposits 

B. where a custoniei can keep his 
valuables in a bank 

C. where a customer can safely 
deposit money only 

D where a customer can deposit 
anything 

(744) Mail Transfer is essentially • 

A. to transfer money from the due 
bank to its another branch on 
the request of the customer 

B. to transfer money between males 
only 

C. to transfer money from one bank 

to another voluntarily 


D. to transfer money Irom the 
Re.serve Bank to another bank 

<745) Pd‘^ Rook contains 

4,. a copy ot the cuMomes accounts 
in a bank 

8. deposlt.^ ol customers only 

C. details of loan taken by the 
cusiomeis 

n. only the name and address of 
the customer 

(746) A pay-in-slip is necessary 

A. to deposit an amount 

B. to withdraw an amount 
C to endorse a cheque 

D. to transfer an amount 

Very Short Answer Type 

(747) Name the type of the commer¬ 
cial bank which take care of the 
overall bankiiigaciit uies of a District. 

(748) \Vhat should a banker obtain- 
from a cu.stomer. at the time of open¬ 
ing his account to ensure itself about 
the genuineness of the cheques 
presented for payment. 

(749) What is cheque presented for 
payment on 1.5.1987 but beaming the 
date 4.5.1987 known at 

(750) Name the form which is used 
for depositing money in a bank acco¬ 
unt. 

(751) Name the foun. by which a 
Savings Bank Account holder not 
enioying cheque book facility, can 
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withdraw cash from his account. 

Short Answer Type Questions 

(752) Enumerate the Steps in open¬ 
ing a bank account. 

(753) Wiiat steps are necessary in 
opening an account in the name of a 
minor? 

(754) Name apy two advantages of 
opening a Current Account. 

(755) Enumerate the steps to be taken 
while getting a loan from a bank. 

(756) A customer wants a foreign 
remittance to the USA regularly 
Write "the procedure. 

(757) Name the documents a limited 
company is required to give to the 
bank when opening an account in tiie 
name of the company.. 

(758) You have received a crossed 
cheque from one of your local custo¬ 
mers. The cheque has been drawn by 
him on a bank where you do not have 
hn account. Enumerate the stages to 
get the money against this cheque.' 

(759) Name any four functions of the 
Reserve Sank of India. 

(760) Enumerate any four functioms 
of a commercial Bank. 

(761) Explain the structure of Coop¬ 
erative Banking (Bank Pyramid) 
Work Assignment 

(762) The chief accountant asks you 
•.to make a reconciliation of the 


company’s Bank Statement for the 
month just ended. Prepare the 
Reconciliation Statement. 

Material required: 

Bank Statements and Cash'Book 

(763) Writing cheques 

Write the cheques listed on this page 
on behalf of your employer. Use the 
current date and sign the cheques in 
your own name. The cheque book 
balance is Rs.48510-25. 

Cheque No. 1001 Rs. 50 to the Gas 
Co. for supplying gas 

1002 Rs. 1000 to the 

Plumbing Co. 
for repairs 

1003 Rs. 200 to DESU 
for power consumption 

(Electricity Bill) 

1004 Rs. 300 to the 
P&T Deptt. for tele¬ 
phone connection. 

(764) Your company has engaged a 
Chartered Accountant Firm to go 
over the books at the close of the year. 
The auditors have just completed their 
work and you have been asked to 
make a copy of the balance sheet as 
|)rescribed in the Baflking Regulation 
Act with three carbons, from the fig¬ 
ures they have given you. 

Material required: 

Details of accounts 

(765) Take a blank cheque. Fill it up 
first, llien on the reverse side of the 
cheque, show 4 types of endorsements. 
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Material required. 

A blank cheque form. 

(766) You are a book seller. You 
ordered for books from World Press, 
College Street, Calcutta-12 for Rs. 
20,000/-. They have demanded a letter 
of credit. Go to your banker, ask for a 
letter of credit form suitable for this 
purpose, fill it up and show it to your 
Accountant for his approval. 

Material required: 

Letter of credit form 

(767) Reliance Textiles has got 
50,000/ - shareholders who are entitled 
for dividend for the year ending 30th 
June. Go to your banker, collect a 
separate dividend Fill it up and give 
the specimen form for a dividend 
warrant, 

Materials required : 

(i) Account opening form for 
declared dividend; 

(ii) Specimen form of dividend 
warrant. 

(768) Your Financial Manager wants 
to send Rs. 60 lakh to the Bombay 
Office from Delhi. He is sending you 
to the company’s banker in Delhi to 
enquire as to which method will be 
appropriate for the purpose consider¬ 
ing cost, time or interest earning. You 
also bring with you the relevant 
demand draft/Mail Transfer/Tele¬ 
graphic Tiansfer form and fill it up 
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and show it to your Manager tor 
further action. 

Materials required 
T.T/M.T/D.D/Foims 

I 

(769) Mr Kishori Lai purchased goods 
from M/S Desai & Co , Bomba\ on 
T'fst August, 1985 worth Rs, 5000 - 
and issued as cheque drawn on Bank 
of India. Fort Branch. Bombay. 

Prepare the specimen of the cheque 
from the above infoimaiion and cros 
it (simple crosing). 

Mateiials Required: 

Bank Cheque form’ 

(770) You want to open a savings bank 
account with the bank, Collect the 
account opening form from the bank 
and fill it up.‘ 

Materials Required ■ 

Account Opening form 

(771) You have been asked to deposit 
Rs. 1000/- in the bank account ot 
your father. Fill the pay-in-silp 

Materials required. 

Form of pay-in-slip. 

(772) You are a Manager of the local 
branch of Bank of India, Surat. Mr. 
Dhotiwala a new customer aproach 
you and asks for a short term loan 
facility for Rs, 25000'-, Will you 
consider his, request? C}i%c reasons 

Materials required: Nil 

(773) Mrs: Smita Deshpande of 
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Bombay is going to visit Agra in the 
next week. She needs travellers cheque. 
She wants you to visit a branch of the 
State Bank a Bombay and make 
enquiry from them for getting 
travellers cheques and the procedure 
for their encashment. After returning 
from the bank advise Mrs Deshpande 
as to what she should do now. 
now. 

Materials required: 

Specimen of Travellers Cheque 

(774)M/S Soni and Co. required a 
short term loan of Rs. 50,000/-, The 


(747) Lead Bank 

(748) Specimen signature. 

(749) Post-dated cheque. 

(750) Pay-in-silp. 

(751) Withdrawal silp. 

(752) (a) Fill up necessary account 

opening form. 

(b) Introduction by the customer 
of a bank or any known 
person. 

(c) Depositing minium required 
amount, 

(d) Giving specimen signature. 

(e) Instruction, if any. 
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request for granting the loan is 
accepted by the bank, As an 
Accountant of M/S Soni & Co., 
collect the loan application form and 
fill it up properly. 

Materials required: 

Loan application form 
(775) Mr. Ram Nath own some 
valuable articles like gold and silver 
ornaments. He wants to personal 
secretary visit the bank and collect the 
information, necessary form, etc.,, 
about keeping articles in safe custody. 

Materials required: Nil 


(753) (i) Declaration of the age of the 

minor. 

(ii) Giving guardian’s specimen 
signature. 

(iii) Depositing • minimum 
amount. 

(iv) Evidence of guardianship. 

(754) (i) Amount can be deposited 

and. withdrawn daily. 

(ii) Overdraft facility may be 
available. 

(755) (i) Giving an application for 

overdraft. 


ANSWER KEY FOR OBJECTIVE AND SHORT ANSWER TYPE QUESTIONS - 


Q No. 

733 

734 

735 

736 

737 

738 

7.39 

740 

741 

742 

743 

744 

.745 

746 





a 


D 

a 

a 

B 

a 

a 

A 

A 

A 
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(ii) Satisfing the bank regardirtg 
security. 

(iii) Arrangement with bank for 
repayment. 

(756) (i) To see whether the bank is 

authorized in foreign 
exhcange. 

(li) Necessary permission from 
the Government/RBI may 
be obtained and given to the 
bank. 

(iii) An instruction to be given to 
the banker to debit your 
account. 

(iv) Details about the amount 
and the party to whom the 
remitance is to be made. 

(757) (i) Memorandum, Articles of 

Association. 

(ii) Account opening form duly 
filed in, 

(iii) Board’s resolution about 


opening and operating 
account. 

(iv) .Specimen signatures of the 
persons who are authorized 
to operate the account. 

(758) Depositing the cheque in your 
Bank account by filling the pay-m-slip; 
Wait till the cheque is cleared. 

(759) (i) It is the appex bank of the 

country. 

(li) It is a banker’s bank and 
controls credit 

(iii) It issues currency 

(iv) It works as clearning house. 

(760) Accepts deposits. Makes 
advances. Helps in transfering money 
from one place to another Makes and. 
accepts remittances on behalf of 
customer. 

(761) (il Primary Cooperatives. 

(ii) District Cooperative Banks, 
(iii) State Cooperative Banks. 





